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PREFACE. 



While this volume is devoted largely to admin- 
istrative methods, the subjects it refers to involve, 
directly or collaterally, the integrity of the reve- 
nues of railroads and the faithfulness and eifi- 
ciency of the highest type of men employed by 
railroad companies. 

The volume treats of certain fiscal duties of 
employes, relating to the collection, care and 
remission of moneys, including accounts and 
records incident thereto. Its suggestions are 
the outgrowth of practical experience; of actual 
needs. Nothing said in this book, any more 
than in those that precede it, is speculative 
merely ; it is founded on actual occurrences, 
actual needs, the experiences of practical men, 
the every day wants of a peculiar and widely 
ramified business. 
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CHAPTER I. 

PRINCIPLES, METHODS AND THEORIES THAT ATTEND 
THE HANDLING OF CASH BY AGENTS AND CON- 
DUCTORS. 

While the methods by which the accounts of 
corporations may be kept eflSciently and econom- 
ically are almost as varied as the thoughts and 
methods of men, the diversity that may safely 
exist in the manner of caring for cash, taking re- 
ceipts, endorsing paper, extending credit, remit- 
ting, and other matters connected therewith, is 
exceedingly limited. 

In regard to receipts and payments, certain 
technicalities must be observed in every case in 
order to satisfy legal requirements necessary to 
surround the interchange of money and values 
with proper safeguards and prevent confusion, 
disputes and losses. 

The manner in which corponitions keep their 
books and accounts is of no interest whatever to 
the public or to anyone else, so long as they are 
kept accurately and results are truthfully stated. 
No supervision is necessary, because the interests 
of corporations are indissolubly bound up in hon- 
est practices. Their own safety leads them to 
enforce necessary and proper safeguards. They 
are, therefore, very wisely left to exercise their 

U) 
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own discretion in this direction, to the great ben- 
efit of the public and themselves. 

But in regard to the manner in wliich they col- 
lect and pay out money, they must subscribe in 
their intercourse with the public to certain stere- 
otyped forms — of universal application — devised 
for the general good. 

The mechanical safeguards by which corpora- 
tions may preserve their funds from misappropri- 




Caniai^ in Herculaneum. 



ation or loss, and througli which risks may be 
reduced to the minimum, are practically the same 
everywhere, though not uniformly applied. It is 
the purpose of this volume to call attention to 
the more important of these safeguards and de- 
fine thera so far as they relate to moneys pass- 
ing through the hands of agents and conductors; 
it does not pretend to exhaust the subject — sim- 
ply to explain conditions and give such details in 
connection therewith as are fundamental. 
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The volume is suggestive rather than manda- 
tory; its regulations are, however, in actual use 
today, and have been found to be highly benefi- 
cial in reducing the expense and risks attending 
the handling of money to the minimum. 

EflBciency in collecting and disbursing the rev- 
enues of a railway, and faithfulness and care in 
handling the same, are more largely dependent 
upon mechanical provision than is supposed. If 
rules are deficient or are not clearly understood, 
laxity follows. 

Intelligent provision for handling the funds of 
a company, if wisely taken and thoroughly en- 
forced, also lessens the duties of agents and mate- 
rially lightens their labor and responsibility. 

If an employe is told exactly what he is to do 
with the money in his possession, and he observes 
such directions, he is so far free from responsibil- 
ity. But if left to exercise his own discretion, 
and through thoughtlessness, lack of experience, 
misconception or otherwise neglects any precau- 
tion, he is responsible. He will not only be re- 
quired to make up any loss suffered, but in addi- 
tion thereto will most likely be placed under the 
ban of suspicion. 

Men who handle money must not only be hon- 
est, but must seem to be honest; they must not 
only have the disposition to care for that which 
is entrusted to them, but must have the ability 
to do so, because oftentimes it is impossible to 
separate losses that occur unintentionally from 
those that occur intentionally. 
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A person who loses money entrusted to him 
feels himself instantly to be under suspicion. He 
knows that his employer can not tell, at least 
without careful inquiry and research, whether 
the loss was premeditated or otherwise. He not 
only loses the money, but in many cases the con- 
fidence of his employer. 

If all those who handle the funds of others 
were wisely selected, experienced, faithful, capa- 
ble and discreet, they might perhaps be left with 
tolerable safety to exercise their own discretion. 




But the men who handle the money of corpora- 
tions are constantly changing. Many are experi- 
enced, but many more are not. But outside this 
fact they must act in harmony — unitedly^which 
presupposes a thoroughly drilled force, uniform- 
ity of action, well understood methods. This can 
only be brought about by affording each one 
knowledge of what the other is doing; what is 
required of him genemlly and specifically. This 
is attained in the operation of railroads by well 
uuderstood customs and the promulgation of 
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rules and regulations. In the accounting depart- 
ment these rules and regulations are to be found 
upon the blanks used, in circulars, in verbal in- 
structions, customs, the traditions of the com- 
pany, and otherwise. 

Ignorance and inexperience are the forerun- 
ners of' disaster in every phase of life. They are 
especially so in money matters. Thus, to illus- 
trate: If proper precaution is not exercised in 
receiving money, coin and currency will be ac- 
cepted as genuine which, with greater experience, 
would be discovered to be counterfeit; receipts 
taken will be imperfect and afford insufficient 
protection; receipts given will cover things it 
was not designed they should; losses will be in- 
curred in a hundred ways through neglect, over 
confidence and ignorance. By the time we have 
acquired knowledge of all the details necessary 
to protect us we shall have run the whole gamut 
of losses that attends the handling of money by 
inexperienced men. This would not be so bad if it 
were all summed up in one man's experience, but 
unfortunately it would be the experience of hun- 
dreds of men, of everyone, in fact, who handled 
money. The only way to avoid this risk is to lay 
down in advance carefully devised and practical 
rules, such as experience has suggested to be neces- 
sary. Not only will safety be secured by this 
means, but the labors of agents and others will be 
greatly facilitated thereby — greatly lessened, in 
fact. The accompanying rules and regulations 
represent the experience of many years; embody 
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provisons miide from day t.r) day in iJu' liglit of 
curront, evniitK. 

Every disiiNtnr Kti!.'j,'(fHts how ii niifflit liiivn 
been avoidtid. Ilcrriri licH Mm innjiiiH of iin- 
prov«m(Mit. in evtfry liolrl of hUr, it illiistriitcs 
the }i(lviinhi.t,'n the (!X|>r^rieru',ed man h;i,s nycr t\w 
inexperifUK-i'd iiiiiii. If in thr; dixrlnirt^f; of onr 
diitieH we eiirefnlly note tlie diMa.-<t('rM tlint ovtrr- 
tiike or tliniiitxMi ii.s iuid the remerlicH tln^rofor, 
we shall (inalJy, !i.(!roi'dinff fo flu; it;iitf|,li of our 







oxperinnee iiiid ilie nmasiMt^ of onr tahiTit, l)r; 
al)le tr) efiiitrihnt.*! sornothini; in tlu! w;i.y of Ihim- 
irieHH exiM!ri(!n<:e to the fund of the world's 
knewledKe. 

In tlie early history of rii,i I rojids written rnlos 
ail'] ref^iihitions were nriknowii. Spe<;ial Jn- 
Ntrneiions were is-sucd as reqnired. In keepiii|( 
their aceoniits and rnakinf,' retnrnM ajfeiiin ami 
others were left, to timir own dnvii'es; they w<in! 
supposed to know what wJis retjuired of them; at 
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least, they were expected to do the l>est they 
could. A few fundamental principles were laid 
down; the details they were expected to study 
out and apply. They were as capable of doing 
this as their superiors; more capable in many 
cases. The result, however, of want of uniform 
practice was to add greatly to embarrassments, 
already numerous. Each agent was compelled 
to study out the system for himself or adopt one 
of his own. In time the omission was noticed 
and the work of supplying it has been going on 
ever since, and will continue so long as railroads 
are operated and men grow in experience and 
intellectual status. 

EflBcient and well understood rules and regula- 
tions governing the handling of cash foster honest 
practices by avoidance of suggestion of dishonest 
ones. Many men have been led into doing wrong 
because of inextricable confusion in their ac- 
counts; because of the apparent impossibility of 
straightening them, of locating wrong doing. 

The prelude to every defalcation is confused 
accounting; dilatory and imperfect reporting; 
partial and delayed remittances. 

Much of the work connected with the handling 
of money is merely mechanical. It requires 
neither genius nor great business experience. If 
a person is acting for himself he devises formulas 
as he progresses. The experience is costly, but 
no one suffers but himself. Corporations could 
not long withstand such a drain. Their expenses 
and losses must be reduced to the minimum. 
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The work of handling money requires to be 
learned Ijj' rote, as we learn the multiplication 
table. It is easy if the facilities are at hand. It 
is difficult if they are not, and men are greatly 
embarrassed and their action impeded in other 
and more important ways because of the omis- 
sion. 

It is the aim of the officers of railroads to so 
perfect their methods as to reduce mechanical 
effort to the minimum; to lessen as much as 
possible the drudgery, so that greater attention 




may be paid to its essentials. Thus those who 
have charge of the Jiscal affairs of railroads 
strive continually to reduce clerical duties; first, 
that expenses may be reduced thereby, and, sec- 
ond, that station forces may be able to give more 
time to other matters, such as looking after the 
traffic of the company, care of its property, etc. 
A certain force is required at every station, 
according to its business. This force, however, 
is in many cases very largely dependent upon 
the system of accounting and tlie thoroughness 
with which it is understood and applied. If it 
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is complex, imperfectly digested or not har- 
monious in its forms, the fact is accentuated in 
expenses for clerk hire and stationery, although 
the company itself may be oblivious of the fact. 
If a system of accounts is simple, carefully 
thought out in advance, and adapted to the par- 
ticular wants of the company using it, expense 
is relatively light, both on the line and at head- 
quarters. 

The diflBculty of detecting the experienced ac- 
countant from the inexperienced, the capable 
from the incapable, led men to venture into this 
particular field of railway operation, and to re- 
main there, who would not have been tolerated 
in any other department of the service; led 
men without knowledge of accounts to set them- 
selves up as directors thereof. These charlatans 
occasioned railroads immeasurable loss. Their 
disappearance has been brought about because of 
the knowledge that only those trained in the 
handling of railway accounts are capable of 
understanding or directing them, and that no 
railway can be eflBciently or capably administered 
that is without an effective accounting depart- 
ment. 

The number of transactions which an agent 
has to deal with in connection with the handling 
of cash is not great, but the risk in every case is 
considerable, and in many cases imminent, if he 
does not observe certain formulas. These rules 
and regulations can not be written out as a man 
would write a sermon, but must be the result of 
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years of experience iiud study; must be compiled 
from day to day, from hour to hour, as observa- 
tion suggests their necessity. This is, as I have 
intimated, the basis of the accompanying rules 
and regulations. They are, however, far from 
complete. Every day suggests some defect, some 
omission. 

The object of the accompanying manual is to 
tell those interested what experience has taught 
me as being, all in all, the best thing to do in the 




various cases it treats of; that my methods are 
not the best that can be devised by experience 
and thought, I *vell know. We view things from 
our own standpoint. It is poor at best. What 
we think perfect today we discover tomorrow to 
be crude. But although our experience thus 
teaches us to distrust that which we do, we must 
not, because of this, disregard present knowledge 
or think it unworthy of consideration; out of it 
better ways and means grow. 
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The object of this volume is to tell station 
agents and others exactly what to do in various 
positions in which they are called upon to re- 
ceive, disburse and transmit money. Many of 
the directions appear trifling and unnecessary, 
but these details are of the greatest importance, 
and their inclusion or exclusion indicates the dif- 
ference between eflBciency and ineflBciency; be- 
tween a system that may be depended upon to 
guard the revenues of a company and one that 
will not. I design to group in this volume such 
instructions as agents and conductors require in 
the mechanical duty of handling money. They 
will be found of assistance in relieving employes 
of unnecessary anxiety and risk, and in simplify- 
ing merely mechanical duties that, in the ab- 
sence of explicit directions, assume the gravest 
importance. I have not attempted to elaborate 
the different subjects, but to give in concise form 
rules and regulations governing. Generally 
speaking, they refer to the duty of collecting 
freight charges, allowing credits, receipting for 
freight, delivery of goods, advances on property, 
advances by shippers for various purposes, mon- 
eys deposited as guarantees, collection of moneys 
on behalf of the company, receipting for money 
paid by the company's agents, kind of money 
agents may receive, care of money in the hands 
of agents, balancing cash, working funds, direc- 
tions in regard to safes, cash drawers and locks, 
care of cash, destruction of the contents of of- 
fices, taking and giving receipts, endorsements, 
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responsibility of agents for those under them, 
security required of those who handle cash, 
drafts made by agents, adjustment of books, dis- 
position of overcharges, particulars of vouchers 
and the payment thereof, issuing, paying and 
cancelling labor certificates, garnishment of 
wages, legal processes, payment of petty bills, 
how to keep accounts in balance, transfer of 
agents, agents' substitutes, agents' and conduct- 
ors' collections and remittances and how and 
when they sliould be made, signatures of those 
who sign for otliers, station records, and other 
general and specific instructions. 
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CHAPTEK II. 

SOME OF THE FISCAL DUTIES OF AGENTS AND 

CONDUCTORS. 

[Note. — In this connection it will not be out of place to re- 
mark, before proceeding with the subject of this volume, that in 
order to understand the system of any particular railroad we 
must first know the meaning it attaches to particular titles. Now 
in the writing of my books I have adopted certain general defini- 
tions, titles that refer to specific phases of the subject or natural 
divisions of the service. T^hey are used merely for convenience, 
and not as indicating that I think this or that officer sliould have 
charge of this or that thing; for such list of titles and defini- 
tions attached thereto I beg to refer tlie reader to Chapter 
XIT of Volume I. The accompanying regulations contemplate 
the auditing and settlement of the accounts of agents and con- 
ductors monthly and the posting of the aggregate debits and 
credits monthly. However, it is only in unimportant cases that 
the time of auditing the accounts in any way aff'ects the appli- 
cability of the instructions. They apply equally to a daily, 
weekly or monthly system. Much of the matter contained in 
this and the subsequent parts of this book is of an explanatory 
nature merely; other portions are intended to be followed liter- 
ally, or with such modifications as the partit;ular exigencies of a 
company necessitate. The reader will readily understand the 
distinction.] 

The practices of carriers in connection with 
the collection of charges on freight differ accord- 
ing to the exigencies of business and method, 
just as the practices of business men differ in 
other respects, and for the same reasons. The 
disposition and ability of carriers and shippers 
are never the same. 

(23) 
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The accompanying rules and regulations do 
not design to establish arbitrary rules in regard 
to how and when charges shall he paid, hut to 
outline a method that may he safely followed in 
the absence of instructions to the contrary. The 
practice on many roads in connection with the 
collection of charges before the delivery of 




freight is exceedingly strict; on others, lax. It 
varies, more or less, with the circumstances of 
business and method. 

The ohject of rules and regulations is to facili- 
tate affairs; when they do not, they are oppress- 
ive. It is this fact that makes the estahlishment 
of formulas by governments and others so dan- 
gerous. They are not discretionary; have no 
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flexibility; are rigid and unyielding as granite, 
no matter whom they crush or how much harm 
they do material interests. 

Moreover, rigid formulas can not be established 
in connection with business between man and 
man, whether conducted through agents or other- 
wise. A wise discretion must always rest with 
those in charge. No interest in the world but 
would suffer by rigid adherence to particular rules. 
Therefore in promulgating those in connection 
with so important a matter as the collection of 
charges on freight, allowance is intended to be 
made for the extraordinary circumstances that 
arise and that no formula, no matter how wisely 
drawn, can possibly anticipate or provide for. 

COLLECTION OF FREIGHT CHARGES. 

The customs of business and the rules of carriers require 
bills to be paid on delivery of freight. 

The fundamental rule is payment of cash on delivery of tick- 
ets; payment of cash on delivery of freight. 

Charges are properly payable at the station. It is no part of 
the carrier's business to employ collectors. 

It is not desirable to exact separate payment in cash from re- 
sponsible and trustworthy patrons for each consignment when 
several consignments are received during the day. In such 
cases, one paymeut at the station before the close of the day for 
the total amount is practically cash on delivery. The same rule 
applies to prepaid as well as unpaid freight. The close of the 
day does not necessarily mean any particular hour. It may 
mean ten o'clock in the morning for one firm; one o'clock in the 
afternoon for another, and five o'clock for another, just as maj^ be 
most convenient. Thus, we will say, the Blank Mining Company, 
located two miles from a station, gets its freight bills at night and 
pays the agent the next morning. In the case of this company 
the day would end at nine o'clock in the morning. 
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Where parties are not known, or their credit not such as to 
warrant accommodation of this nature, collection should be made 
on delivery. 

In those cases where the manager of a business, in charge on 
the ground, is not entrusted with money to pay freight charges, 
the agent will (if the owner is entirely trustworthy) arrange to 
take a draft* drawn by the local manager on the owner for the 
amount. Drafts should provide for cost of collection. Anyone 
who can be trusted to handle property can be trusted to fill up 
and sign a draft drawn to the order of the carrier for freight 
charges. It is good only to the company. It is not, therefore, a 
valid excuse upon the part of debtors in such cases to say that it 
is inconvenient for them to pay charges at the station. The 
draft should cover the day*s business, and should be remitted by 
the agent with his regular remittance. Blank drafts (reading to 
the order of the company) should be supplied by the stationery 
storekeeper when required. 

Another and, in some cases, ])etter waj*" of collecting from 
parties not located at the place where the account is due, but sit- 
uated at some other station on the road, is this: the agent at the 
station where the money is due may way bill the amouut to the 
station where the consignee i< locateil.f The amouut should be 
entered on the way bill as Advanced Charges. The way bill 
should be enclosed in an envelope and sent forward by express, 
baggage car, or mail, as may be best. On its receipt the receiv- 
ing agent should at once notify the forwarding agent of the fact. 
In the envelope with the way bill should be enclosed the re- 
ceipted freight bills. Across the face of each freight bill the 
manner of collecting it should be described, as, say, "Amount of 
charges hereon way billed from Como to Chicago, October 10, 
1893, way bill Xo. 95.'' Immediately upon receipt of the collec- 
tion way bill (accompanied by the receipted freight bills) the 
agent will collect the amount and remit it to his own credit. 
This manner of collecting of parties not resident at a station 
where the freight is delivered, but located at some other station 
on the road, will sometimes greatly facilitate prompt collection 
and transmission to the bank. It will also avoid cost of collect- 
ing by draft through the banks. For these reasons it is prefera- 
ble to the draft system. Agents should, therefore, utilize it 

* For general form of draft to be used, see Form No. 10, Ap- 
pendix. 

t This way bill is known as the "Collection way bill." 
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wlienever possible. It rendera payment oF freight charges ao 
. eaay tbat no one can ask credit or delay because of non-resi- 
dence. Tbc practical operation ot the ayatem may be deacribed 
thus: The agent at Co mo receives a consignment ot freight for 
the Western Fertilizing Company; theAVestern Fertilizing Com- 
pauy baa no one at Como to pay its bills; they are paid at Clii- 
cago. Accordingly, the a^ent at Como at once makea a way bill 
from his station to Chicago, and inserts the amount due from 
the Western Fertilizing Company as advanced charges, describ- 
ing on the face of the bill all the particulars ot the account. This 
waybill (with the receipted freight bills) heencloses to the agent at 
Chicago. Thus the agent at Como geta his pay and the account ia 
settled so far as he is concerned. Upon the receipt of the way 
bill at Chicago, with the receipted freight bills, the agent ao- 







knowledgea its receipt and at ouce proceeds to collect the 
amount, which he remits to tho bank to his own credlL The 
receipt that the agent at Chicago will give to tho conaignee will 
be of the usual form, only iustead ot describing property he will 
note that tho bill is to cover certain freight charges due from the 
Western Fertilizing Company at Como. In collecting accounts 
as described, agents should be careful to describe on each 
receipted freight bill every particular iu regard to the method 
ot collecting the amount, so that the transaction may always be 
understood and traced. While the foregoing formula refers par- 
ticularly to tho collection of unpaid freight charges, tho aaine 
means may he n^ctl when an agent has to collect any account due 
at another station. 

In handling freight, cases will arise where it will be necessary 
for the agent to require consignees to make a cash deposit to 
cover charges on property. This is frequently the most convea- 
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lent way for abseut owners to arrano^e for their freight. A re- 
ceipt fthoald be given for money thus collected, and a full history 
of the same spread upon the cash book at the time of the trans- 
action. The money should be remitteil without delay with the 
other collections of the station. The usual fonm for miscella- 
neous collections should be used in giving the receipts When 
freight bills accrue against the person making the deposit, they 
should be entered in detail upon the cash book in the usual man- 
ner as thev arise. An entry for the total amount of such bills 
should be made in the miscellaneous column on the credit side of 
the cash book at the same time. This last entry should explain 
the nature of the transaction and give the name of the person on 
whose account the entry is made, also the date and number of 
the receipt given for the deposit. The freight bills should be re- 
ceipted and stamped with the station stamp as soon as entered on 
the cash book, and kept in a secure place until the amount of the 
de[K>sit has been used up, or the business ceases, when they should 
be surrendered in exchange for the original receipt given by the 
agent when he accepted the deposit. This last named receipt should 
be cancelled and pasted in the book from whence it was taken. 

A memorandum of each amount deposited with an agent 
should be kept by him and the total amount of charges applied 
thereon deducted daily, so that the unapplied balance will at all 
times be apparent. 

If any portion of a deposit should remain unapplied in the 
hands of the agent at the time the account current is closed, he 
should charge himself with the same therein, specifying the name 
of the person making the deposit, the date, on what account, and 
amount. 

It is the duty of agents and others to facilitate in every pos- 
sible way the payment of freight charges. The foregoing are 
some of the means of doing this : 

When the circumstances of business render payment on de- 
livery impossible, as, for instance, a car of potatoes is received 
on which the weight can not be ascertained until the contents 
have been unloaded and weighed, the patron must satisfy the 
agent fully in regard "to his responsibility. In the absence of 
this assurance, a bond should be exacted for double the amount 
of the risk, with two or more responsible sureties, or a deposit of 
money sufficient to cover the risk should be made with the agent.* 

* For form of bond to be used in such cases, see Form No. 1, 
Appendix. In the event of money being deposited it should be 
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In the traDsactiou of business applications will frequently be 
made for credit in cases where the consignee's place of business 
is remote from the railway, on the plea that the amount of 
charges, not being known, can not be paid on deliver}' of freight. 
This excuse is not tenable. A teamster may safely be entrusted 
with the money necessary to pay charges. If the amount given 
him for this purpose should inadvertently fall short, such a case 
would form an exception and might be considered by itself. But 
a line of credit can not properly be solicited or granted upon 
the ground of the remoteness of the consignee's place of business 
from the station. 

The extending of credit by one carrier may justify and en- 
force the practice by competitive companies, but before acquiesc- 
ing in it the agent should notify the treasurer and endeavor to 
induce the competitor to agree to cash collections. 

In all cases where the necessities or interests of a company 
require exception to be made to the practice of daily collection 
of freight charges, the matter should be referred to the treasurer. 
In making this reference the agent should give: 

1. The full name, address and business of the person or per- 
sons desiring credit, and the reason therefor. 

2. Also, whether the company would be benefited by ex- 
tending credit, and if so, in what way; in determining this the 
practice of competing lines should be considered. 

3. The financial standing of the party. 

4. The probable extent of the proposed credit, i, c, the 
amount of the shipper's bills. 

5. The agent's opinion as to the desirability of extending 
the accommodation. 

In all cases where credit is extended, agents should observe 
the folio wing: 

6. Payments should be made as often as weekly, unless 
otherwise specially directed. The day of payment should be 
definitely agreed upon in advance and should be scrupulously 
observed. Additional time should never be allowed. When paj^- 
ment is not made as agreed, the neglect is in the nature of a 
default. 

7. Credit must not be allowed when the financial standing of 
a person is questionable. Nor should further credit be extended 
when payment is not made promptly at the time specified. 

remitted forthwith with the other collections for the day, in the 
manner described in cases of deposits. 
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8. When tlnTe ia reason to doubt the BOlveniiy of a debtor, 
the ageot must take immediiite measures to protect Uie uompany's 
intt^restiiiuliryin^ the trensjrer of bis a<:tiou aud the necessity 
therefor. Similar action should be obiterved when payments are 
not made at the specified time. 

In this connection, however, it U proper to say that the par- 
ticular raetliods tlie situation renders necessary in order to build 
up or maintain the trafflc of a company should always be con- 
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Bldered. No plan Is absolutely safe beyond the contingency of a 
doul)t. A certain risk attends every business venture. This fact 
is well understood, but does not justify leckiessness, overslglit 
or indifference. Agonts are expected to use discretion and tact. 

A general rule holds agenta responsible for the collection of 
sums due at their stations. 

This duty necessitates unceasing vigilance on their part. 

This is especially true in times of financial trouble. 
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They should keep themselves advised of the financial standing 
of the patrons of the company. This is not difficult, but should 
be performed with tact. 

The duty of collecting revenues, it may be added, requires the 
exercise of the utmost courtesy, good judgment and decision, in 
order to avoid losses or the incurring of needless enmities. 

No known risk can be incurred under any circumstances, and 
agents should disregard authorized credits in the event they 
have reason to believe that a debtor is not financially able or 
willing to meet his obligations. 

No rule, it may be said, contemplates or warrants the granting 
of credit to untrustworthy persons, and agents are not au- 
thorized to extend credit when they know a person to be 
insolvent. 

The utmost freedom of expression and suggestion upon the 
part of agents is invited at all times by the treasurer, and in the 
event the financial standing of anyone to whom credit is ex- 
tended should become a matter of doubt, they should freely 
communicate with him. But in the absence of explicit in- 
structions they should act promptly on their own judgment and 
knowledge of the facts. 

If reasons for extending credit cease to exist at any time, the 
accommodation should be withdrawn without awaiting in- 
structions to that eff'ect. 

In speaking of credits, reference is had only to freight and 
miscellaneous collections. Tickets and extra baggage charges 
are universally considered cash and should be so treated without 
exception. 

In reference to prepaid charges, they should be collected 
before shipment of goods, except in instances analogous to those 
already described. 

While the necessity of extending credit under certain cir- 
cumstances is foreshadowed in what is said above, and the 
method of treating credits is carefully outlined, there will be 
but few occasions for accommodations of this nature. In no 
case should credit be allowed without written permission of the 
treasurer, and this permission should never be given except to 
meet the practices of competitors.* 

* In connection with the practice of allowing credit, the cus- 
tom, wherever it has grown up, is not so much that patrons ex- 
pect it or that it is particularly valuable to them as it is the out- 
growth of excessive desire upon the part of agents and others to 

8 
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It must be borne in mind by agents and others in conaection 
with the delivery of property before collection of charges, that 
as a rule the law does not create a lien for charges except upon 
the particular article or articles on which they accrue ; thus one 
car of freight can not be held to secure charges upon another 
car. Hence each transaction must be considered by itself and 
the risks attending it weighed when credit is extended. In the 
event default occurs in the payment of charges and redress can 
not be secured, the matter should be referred forthwith to the 
treasurer for advice. 

DELIVERY OF FREIGHT TO CONSIGNEES. 

The disposition of carriers to require freight 
to be receipted for before delivery grows less and 
less imperative with continued intercourse with 
particular patrons. The flattering assertion we 
hear so often made of men — that their word is as 
good as their bond — is oftentimes applied un- 
consciously by carriers to matters much more 
indefinite or liable to be misunderstood than a 
man's word. 

please. In many cases, the desirability of being allowed a week 
or so in which to pay charges is suggested to the shipper. The 
practice of giving credits is injurious and indefensible. It in- 
creases the burdens of the carrier and adds to the risk and ex- 
pense of doing business. It may be avoided generally by the 
exercise of tact and firmness. Originally carriers required 
patrons to pay charges before delivery of property in the case of 
goods received, and in advance of its being forwarded when 
charges were prepaid. Whether this practice was abandoned for 
weekly or monthly credits, the carrier not only lost the use of 
his funds but his customers required that he should bear the ex- 
pense of going to their offices to get his money. Thus, in 
addition to the original burden another was added. Charges 
should be paid daily and at the station. There should be no ex- 
ceptions. In the case of customers allowed' to pay daily, in 
gross, they may mail their check for the amount. But a railway 
company can not agree to mail the receipted bills in return. 
That would involve, in the aggregate, an expense for postage too 
great to be borne. Keceipts should be given in every case, but 
they should be delivered to the patron or his employe, at the 
station. 
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they have done business with a man for a long 
time and found him upright, gradually relax 
methods ordinarily thought to be necessary. 
Thus the practices referred to grow up. 

There is, however, a point beyond which gopd 
faith ceases to be practicable or beneficial to any- 
one. This is so where it can not be practiced 
without danger of loss; without danger of en- 
tailing misunderstanding and enmity. 

The only safe practice to follow where values 
are concerned is to have the nature of each 
transaction carefully described and its truthful- 
ness acknowledged at the time. It was knowl- 
edge of this that first suggested the taking of re- 
ceipts; that renders the continuance of such ob- 
servance of vital importance; that makes dis- 
regard of it unsafe and unbusinesslike. 

In delivering property, care should be taken to see that the 
receipt exacted in exchange is signed by the consignee, or by 
some one authorized by him. In the latter event, a record of the 
authority should be preserved in the files in the agent's office. 

In the event the consignee, or person claiming to act for him, 
is unknown to the agent, he should be identified before delivery 
of property. 

Receipts should be written in ink or indelible pencil. 

In cases where particular draymen or other persons do the 
general teaming for a town or for particular consignees, and it is 
inexpedient to file an order for each consignment, a general 
order for the delivery of property consigned to particular per- 
sons or firms, to such draymen or persons, should be filed with 
the agent by consignees.* 

Draymen or persons who receive property for others should 
file a good and sufficient bond with the agent to protect the com- 



* A blank form of order is provided for this purpose. For 
form of order see Form No. 4, Appendix. 
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pany against failure or irregiilaritj- (for whieh the carrier is re- 
sponfiiblej on the part of such (irartnen or persoDB,bnt more 
particularly to injure prompt payment of i-hargee.* 

ADVANCES OS PROPERTY RECEIVED BY CARRIERS. 

The cases in which money advanced ou prop- 
erty creates a lien thereon are exceedingly cir- 
cumscribed, and require to be carefully considered 




Oairlage tn Manilla. 



in transactions of this nature. Here, however, 
as elsewhere, the element of good faith as 
between man and man enters, and in many cases 
determines what shall be done without regard to 
the formulas of business. Such cases are, how- 
ever, exceedingly rare and are required to be 
carefully considered, lest they lead to the estab- 

* For form of boud Bee Form No. 3, Appendix. 
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lishment of unsafe precedents and the incurring 
of unnecessary loss. 

The custom of advancing money on property, 
it is needless to say, if not wisely restricted, 
would quickly become a burden to carriers, for 
the reason that shippers, instead of restricting 
themselves to transportation charges, cooperage 
and drayage, would soon ask that the value of 
the property, or a portion thereof, be advanced 
upon every shipment. This would be a burden 
out of all proportion to the ability of the carrier, 
and would quickly make the latter a clearing 
house as between the buyer and seller. Hence a 
wise and conservative course requires that ad- 
vances should only cover such charges as accrue 
between point of shipment and destination; 
such, in fact, as carriers are compelled to ad- 
vance. 

It should, moreover, be a well understood prin- 
ciple of business that advances should be reason- 
able in amount, and not in excess, relatively, of 
the revenue derived by the carrier from the 
transportation of the property. He receives no 
compensation for the advances, save the carriage 
of the goods, for which latter he performs a bona 
fide service equal in value to the amount he gets. 
It should be his privilege, therefore, to protect 
himself (even when repayment is assured) as such 
advances lock up, in the aggregate, an enormous 
amount of money, which money is worth to him 
an average rate of interest equal to that which 
he pays on his capital. 
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This is, no doubt, an extreme way to look at it. 
But the interest on advances made by the carrier 
is frequently greater than the profit derived from 
the business. The reasonableness and propriety 
of his exercising circumspection is therefore ap- 
parent. 

Moreover, the greater the amount of accumu- 
lated advances and local charges the greater like- 
lihood there is, it should be remembered, that 




payment at destination will be delayed. This is 
another reason for discouraging excessive ad- 
vances, as the carrier not only loses the use of 
his money, but his cars and warehouses are 
blockaded with property awaiting delivery. The 
necessity for exercising caution is apparent; and 
while it is perhaps true that the carrier can not 
refuse to make legitimate advances on property 
so long as the goods afford adequate security, 
still, within well defined limits his discretion is 
ample and should be exercised. 
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Advances on freight should never be made by agents, except 
in authorized cases and in the manner prescribed. 

The law gives the carrier no lien for amounts advanced by 
h^m on property, except it be for transportation services or ex- 
penses incident thereto. Advances or loans made on goods will 
not hold as a lien, and in order to enforce them, in the event 
of dispute, the carrier should find the owner and get judg- 
ment against him, as in the case of ordinary debt. The car- 
rier can not, in such case, hold the goods against a prior judg- 
ment. Advances should not, therefore, for these reasons, be 
made, except to cover transportation services and expenses re- 
lated thereto. 

Advances should not be made at all on perishable goods or 
property that the carrier can not, if necessary, dispose of for the 
amount of his charges and advances, unless the same is guaran- 
teed by the shipper or the carrier is otherwise protected. 

What is said in regard to freight applies quite as forcibly to 
advances on other property. 

In the actual operations of business it sometimes becomes 
necessary to make advances for other than transportation pur- 
poses. This is the case in regard to agricultural implements 
and property occupying a kindred relation to the public and the 
carrier. Such advances, however, should not be made except 
under specific instructions, and not then except upon suitable 
guarantee that the carrier shall not suff*er loss.* 

The regulations governing advances, it may be said, are gen- 
erally expressed in the local tariff's of a company in accordance 
with the laws of the state and the customs and requirements of 
business. These tariff's, with their attendant rules and regula- 
tions, require to be carefully studied and observed ; the directions 
laid down herein are not intended to supplant any local regula- 
tion, but to be collateral thereto. 

* It was formerly a general practice, and is more or less in 
vogue today in particular localities, to advance money for other 
than strictly transportation charges. Thus money is advanced 
manufacturers for a portion of the purchase price of their im- 
plements. The tendency of carriers is, however, in the direction 
of restricting advances to the charges of connecting lines and for 
services incident to carriage. These charges, and these alone, 
are, as 1 have stated, a lien on the property. However, practices 
diff*er in diff'erent states and countries so that a rule that may be 
wise and necessary in one instance will not be operative in an- 
other. 
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CHAROES ADVANCED BY SHIPPERS TO CORRECT 
ERRORS. 

The exigencies of business are multifarious; 
their extent and particularity a constant surprise. 

When we have made provision for everything 
within the scope of our experience, we find that 
our experience is limited, our knowledge imper- 
fect. 




This is as true in the handling of money as in 
other things. It is generally supposed that 
money paid by consignors on property forwarded 
by them is simply to prepay charges. But this 
is not all. They frequently make advances to 
coiTect erroi-s, to pay for feeding stock, caring 
for same, and on other accounts. The agent of 
one road will receive money which is to be 
turned over to the agent of a connecting road 
wholly or in part. The method of doing this 
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was for many years exceedingly crude. It was 
the custom at one time — and is today in many 
cases — for the agent who received money in this 
way to send it forward by express or baggage to 
the company for which it was intended. That 
this course involved risk and delay and engen- 
dered irresponsibility, goes without saying. It 
was never possible to tell exactly how much had 
been thus received or whether it had gone for- 
ward or not. The remedy lies in the agent re- 
mitting the money he receives, with his other 
collections, directly to the treasurer of his com- 
pany and in way billing the amount forwarded 
as prepaid charges. It will thus become subject 
to the disposition of the agent at the terminal 
station. In this way an authoritative history 
of each transaction is made as promptly as in 
other cases, and the risk of forwarding the 
money is avoided. 

The accompanying rules are intended to gov- 
ern in those cases where money is received for a 
connecting line after the goods have been way 
billed forward. No special instructions are re- 
quired in other cases, as the charges are en- 
tered on the way bill the same as other amounts.* 

When charges are advanced (after property has been billed 
and forwarded), to be paid to a connecting line, a special way 
bill should be made for the money thus paid, in the absence of 
instructions to the contrary.f 

* In this connection the reader is invited to consult the form 
of freight way bill used; see Appendix to volume "Freight 
Business." 

fThe form of way bill I have found best adapted for use in 
the handling of freight provides a column for prepaid charges 
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The amount received should be entered on the way bill as 
"interline charges prepaid," noting on the bill the number and 
date of the original way bill that accompanied the shipment. 

Way bills of this nature should be sent forward by baggage 
car or mail. Agents receiving such way bills should enter the 
same on the freight book and the record* provided for moneys 
of this kind, and use every effort to pay the amount promptly. 

A receipt should be taken on the record book of interline 
charges prepaid, when the amount is paid. 

In cases of this description, the freight bill as receipted and 
delivered originally with the freight by the receiving agent should 
be surrendered by the consignee and an endorsement made 
across the face of same, showing the amount subsequently paid 
him by the agent as specified above. It is also desirable that a 
notation of this kind should be made on the original receipt or 
bill of lading issued at the point of shipment, if it is in the hands 
of the consignee or is procurable. 

If at the end of the month, or the time for making returns, 
moneys such as those referred to above remain undisposed of in 
the hands of agents, they should, for convenience in counting, 
be included in the statement of unrefunded overcharges, unless 
other provision is made. Cases will arise where the amount re- 
ceived at the point of billing is greater than the amount that 
should be paid connecting lines,t or a surplus may occur en 
route. In such cases the agent where the overcharge is ascer- 
tained will withhold the excess and remit same to his treasurer, 
and include it in the return of unrefunded overcharges with an 
explanation of the facts, so that the amount may be charged to 
him and such arrangements made by the proper officer of the 
company as the circumstances of the case require. 

In. way billing charges advanced by shippers to correct errors 
and overcharges on connecting lines, the way billing agent should 
refer to the copy of the way bill that went forward with the 
freight, and note thereon the amount subsequently received and 
the particulars of the bill made to cover such subsequent deposits. 



over connecting lines. In such cases the accounting officer 
charges the amount to the collecting agent and credits it to the 
terminal agent. The latter is thus able to pay over the money to 
the connecting road without the delay or risk that would attend 
the transmission of money from one point to another. 

* Record of Interline Charges Prepaid. 

t In this case it should be refunded to the payor if possible. 
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MONEYa DEPOSITED A9 A GUARANTEE. 

It frequently happens in the conduct of busi- 
ness that the amount of charges on a consign- 
ment is not known at the time the freight passes 
out of the hands of the carrier, into the hands 
of the consignee. The weight, or quantity, or 
rate, may not be known. The goods may be 
spoiled if not promptly delivered, or inconveni- 




ence or loss may be occasioned by holding them. 
The carrier desires to deliver the freight but 
also wishes to be assured that he will be paid 
the charges as soon as they are ascertained. 
Accordingly he exacts security. The kind is 
variable. It may be in the shape of a bond, or. 
the guarantee of some responsible person, or, 
simplest of all, a deposit of cash. 

The latter is the most effective way. It re- 
quires, however, that special provision should be 
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made in accounting, in order that the company 
may always know the status of such deposits. It 
is the purpose of the rules given below to pro- 
vide this. 

In the absence of instructions to the contrary agents will 
exact a cash deposit sufficient to cover charges, in those cases 
where the latter are not known at time of delivery of property.. 

In the event there are two or more consignments on cars, a 
separate amount should be collected for each, and separate re- 
ceipts issued, care being taken to over estimate rather than un- 
der estimate the amount. 

The estimated amount should be inserted in the way bill, and 
the latter entered as in other cases upon the books. 

The amount of each receipt should be entered on the cash 
book in the usual manner and remitted with the dav's collections. 

When the correct amount has been ascertained, the over- 
charge that has been collected (if any) should be treated the 
same as any other overcharge.* 

When the overcharge is refunded, the receipt previously is- 
sued should be taken up and a correct one issued, or the original 
changed to the correct amount. 

COLLECTING MONEY FOR A COMPANY — RECEIPTING 

THEREFOR.f 

The necessity there is that men should observe 
cartain forms in the conduct of business for oth- 
ers is in nothing more apparent than in the hand- 
ling of money. 

Everything done in this connection should be 
backed up by clear, prompt and explicit written 
evidences — in the case of money collected by the 

* For disposition of overcharges see instructions referring 
thereto. 

t The duties of traveling auditors in connection with the nec- 
essary rules in regard to receipting for money and other meas- 
ures connected with the care of cash are mentioned in another 
volume, i. e., *' Fiscal Affairs; Collection of Revenue and the Prin- 
ciples Groverning it." 
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giving of a receipt therefur and the prompt entry 
of the amount on the cash book. 

The receipt should be so specific in terms as to 
denote the particular transaction, by whom con- 
summated, time, place and circumstances. 

Moreover, in order to prevent mishaps, only 
those persons especially assigned to the duty and 
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iitted therefor should receive, handle or receipt 
for cash; risk is thus reduced and the work con- 
fined to persons especially considered in connec- 
tion therewith. The necessity and value of such 
a course do not require argument or illustration. 
It will prove a protection to those who are faith- 
ful, and a necessary check upon those who are 
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not. No wise person but will avoid so far as he 
can discreetly the handling of money for others; 
no one who is experienced will take such risks 
except he is compelled to in the discharge of 
business. 

The following regulations should govern in the 
collection of money and receipting therefor: 

No one, except those regularly authorized, may collect money 
on account of the company, or receipt therefor. 

A formal receipt should be given in every case. The receipt 
should be delivered at the time the money is collected ; it should 
be dated and signed, and should state specifically the purpose for 
which it is given. This rule applies to every officer connected 
with a company as well as every employe. Its rigid enforcement 
is in accordance with good business practice and serves to pro- 
tect the company, the person who gives the receipt, and the per- 
son who receives it.* 

Receipts for moneys should be signed by the agent, cashier or 
person making collection, at the time the money is paid. After 
a receipt is signed, it should be stamped with the station or office 
stamp. This should specify the date, name of station or office, 
and road. Stamp signatures should never, for obvious reasons, 
be used in acknowledging the receipt of money. 

PAYING OUT MONEYS FOR A COMPANY — RECEIPTING 

THEREFOR. 

The purposes for which the agents of corpora- 
tions may pay out money are exceedingly cir- 
cumscribed, and require to be restricted rather 
than enlarged. Within necessary limits, how- 
ever, agents should be free to act, and their 
labors facilitated. 

The necessities of business require that agents 
should be able to make advances on freight under 

* Particular forms of receipt are contemplated for each kind 
of transaction ; these forms should always be used. 

4 
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the rules governing such matters, and should be 
able to pay approved vouehei-s and certificates of 
wages (time tickets! due employes when required. 
This about covers the ground. 

It frequently occurs, however, that the inter- 
ests of a company are facilitated by agents mak- 
ing other payments. But the utmost circumspec- 
tion should be used; everything that they do 
should be fortified by proper authority, and a re- 
ceipt taken in each case. Nothing should be done 




on the basis of good faith; authorization and 
proof should be in the possession of the paying 
agent. In another place I have outlined the tech- 
nicalities that should be observed in connection 
with receipts in order to avoid risks. These 
should be studied and observed as far as appli- 
cable. 

Wlien paying out money, whottier in the way ot advances on 
property or otherwise, a spedfic receipt should he taken In each 

A priiileil bl;i[Lk. bound in book form and couaecu lively num- 
hered by the printer, should be used. 
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A receipt is a necessary protection against being called upon 
a second time. Its possession, moreover, assists the agent in 
verifying the accuracy of amounts claimed to have been paid by 
him, and otherwise helps to establish the credibility of his accounts. 

KIND OF MONEY THAT MAY BE RECEIVED. 

Business is greatly facilitated and simplified 
when it can be done in the currency or coin of 
the country where transacted. When it is car- 
ried on in foreign money or other fluctuating 
values the exact sum at which such money or 
values shall be received by agents should, so far 
as possible, be fixed by the company in advance, 
so that the patrons of the company may.be pro- 
tected and the agent and his employer secured 
against loss. In those cases where the value 
must be ascertained and fixed by the agent it 
should be the aim of the company to afiford all 
the light in its power, and at tlie same time sur- 
round each transaction with such safeguards as 
will be most likely to save harmless all the par- 
ties to the transaction. 

Only the legal currency or coin of the country should be re- 
ceived except in unavoidable cases. 

All defaced, clipped or punched coins, all coins that are worn 
or that are not bankable at their face value, also foreign currency 
or coin, should be refused. In the event, however, agents are 
compelled (in the course of business) to accept such, It should l>e 
taken only for its current value. 

In remitting coin or currency, such as that mentioned in the 
preceding rule, the par value of the same should be inserted in 
the notice accompanying the remittance, and the discount de- 
ducted from the total.* 

* As, say : Amount of silver remitted $10.00 

Discount charged thereon 1.56 

Balance |i~44 
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o case slioiild a fireater liiscouiit be exacted than the 
charged by the Imiik or treasurer's olHue. 
Mutilated cnrreiioy aliould be accepted for what it is worth 
according to the government standard. 

CASH IN THE HANDS OF AGENTS AND OTHERS. 

The care of money is one of the most difficult 
and vexatious problems that those who act for 
corporations have to deal with. In the case of 
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railroads the money is scattered over a broad ter- 
ritory, in greater or lesser sums, in the hands of 
many comparatively inexperienced in such mat- 
ters, and in places difficult if not impossible to 
effectually guard. The situation calls for the 
utmost watchfulness and skill. It is at best per- 
plexing and unsatisfactory. No matter how 
promptly remittances may be made by those 
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who collect the revenues of a company, it is im- 
possible to prevent there being more or less cash 
in their hands at the close of business hours each 
day. The facilities for guarding this are en- 
tirely inadequate at best, and in order to prevent 
loss the utmost ingenuity and care require to be 
exercised. The accompanying rules and regula- 
tions are not what could be desired, but are what 
I have found by long experience to be, all in all, 
the best that the situation has suggested to me. 
They throw the burden of responsibility for the 
care of money upon the agent, first, last and all 
the time, and while it is undoubtedly true that 
he in many cases suffers hardship thereby, the 
situation does not, unfortunately, afford any rem- 
edy or escape therefrom. 

Cash belonging to a eompanj% in the hands of agents and 
their assistants at the close of the day's work, should be looked 
after by them personally; only change of a bulky character 
(nickels and pennies) required to do business should be left in 
the safe. 

It is impossible for a company to provide safes that are 
wholly burglar proof for use at stations, and this renders it nec- 
essary that the working fund and other moneys, with the excep- 
tions noted, on hand at the close of the day's business, should 
be taken in charge personally either by the agent or such 
subordinate as he may authorize. Money in the hands of agents 
at such time (the amount is never large) can be fully protected 
in this way, while if left in the safe at night or on Sundays or 
holidays it will be subject to the depredations of thieves. 

During the working hours of each day the cash should not be 
left in the drawers or other places accessible to thieves, but 
should be locked in the safe or otherwise kept secure. 

In the event a station is not supplied with a safe, the agent 
should take charge personally of whatever amount of cash there 
may be on hand. 
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Cash may be left in the safe at nights and on Sundays and 
holidays, provided the office is guarded by a faitliful watchman 
or is occupied continuously by trustworthy employes of tlie com- 
pany. In such cases it will be more secure in the wafe than else- 
where. 

Where so many men are employed as there are on a railroad 
and everything depends so much on observance of rules and reg- 
ulations, it is apparent that no allowance can be made by a com- 
pany for losses suffered by its employes through disregard of 
instructions. It is particularly true in regard to money. The 
responsibility is not a great one if regulations are faithfully ob- 
served, especially the one requiring that the total amount col- 
lected each day shall be remitted at the close of the day. 

THE CASH ACCOUNT. 

The purpose of corporate accounting is to af- 
ford a clear and consecutive record of each trans- 
action, to enforce responsibility and enable the 
servants of corporations to prove the authenticity 
of their acts and the honesty of their intentions. 
To the extent that it does this or falls short it is 
perfect or otherwise. 

One means to this end in the case of a^jents 
and others who handle cash is the cash book.* 

If accurately kept its balance exhibits the cash 
on hand, while the entries indicate with absolute 
precision the receipt and payment of each dollar. 

The cash book is a fundamental record of the 
utmost importance, and wherever cash is hand- 
led in the way of business a cash book should be 
kept. 

In railway accounting, work at stations and 
elsewhere is greatly facilitated by providing a 
cash book especially adapted to the business in 

* For form of station cash book, see Form No. 6, Appendix. 
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hand. It should be simple and easily understood, 
and afford a full record of every transaction, 
classified in such a manner as to give the greatest 
amount of information with the least labor. 
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The cash book is valuable noC only as indi- 
cating the circumstances connected with every 
cash transaction, but as an aid in demonstrating 
the correctness or otherwise of other boolts, 
records and returns. 
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The rules and regulations that govern the 
keeping of the cash book and bahincing the 
cash apply as aptly to the treasurers office of a 
railroad as they do to the office of the station 
agent; they are vital and no excuse can be of- 
fered for any neglect. 

A muddled cash book or an unbalanced cash 
account is prima facie evidence of either over- 
work, laziness, incompetence or dishonesty, or 
all of these. 

The cash book is in many respects the most serviceable and 
important of all books and accounts. If written up properly 
its balance indicates the amount of cash on hand. 

If there be any difference between the balance and the cash 
on hand it should at once be located and adjusted. 

At large stations two cash books may be kept, one for out 
freight and one for in freight.* 

The counting of the cash and the balancing of the same 
daily with the cash book and other records, are valuable and 
necessary checks upon the accounts, and should be faithfully 
and promptly performed. 

Transactions should be recorded in the cash book as they 
occur. Entries will then afford reliable evidence of items set- 
tled, amounts paid, and the balance on hand belonging to the 
company. Any other plan is fraught with danger and cal- 
culated to develop uncertainty and error, if nothing more ob- 
jectionable. 

The station cash book should be kept according to the pre- 
scribed form; clearness and accuracy are best secured in that 
way. It is, moreover, the form best calculated to facilitate the 
examination of accounts. All footings should be carried for- 
ward from day to day up to the time the balance sheet (accouat 
current) is closed, so that the accuracy of the whole may be 
determined. 

In writing up a cash book the character of each transaction 
should be concisely and clearly set forth, so that additional in- 



*This in also true of other offices where business is great. 
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formation will never be needed to make the accounts clear uid 

Intelligible. 

Forced entries Bbould not be made. 

The particulars of each entry should be given. 

Entries should be for actual transBctioas. 

Entries to correct errors or differences should give particu- 
lars. The entry of lump sums to correct two or more differences 
are iuadmisslblc. 

In posting the station cash book, the aggrcKate of each day's 
ticket sales should be entered. But in regard to freight charges, 
charges for loading, unloading, car service, trackage, switching, 
cooperage, telegraph, escess baggage and similar collections, 
each item should he entered separately. In the same way. each 
remittance and each payment should be entered separately on 
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the cash book and iu due courBc at the time the transaction 

Cash collected by agents for others but not chargeable against 
the person making the collection, should be noted on the cash 
book, but the amount should not be carried in any of the col- 
umns of the hook. The entry should be made in red ink and 
should give date of collection, amount, from whom collected, 
for wliom collected, what for, and also what disposition has been 
made of the money. Moneys collected by an agent for which the 
company employing him is responsible, either directly or re- 
motely, should be so clearly and definitely transcribed in the 
accounts and upon the books as to prevent their being over- 
looked or forgotten either by him or the traveling auditor of 
the company. Unless otherwise expressly directed all such 
amounts should be brought upon the balance sheet. 
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THE WORKING FUND. 

Where the rule requiring agents and others to 
remit at the close of each day the exact amount 
collected for such day is followed, a working fund 
is necessary, especially where tickets are sold and 
baggage handled. Without it agents would fre- 
quently be unable to do business along the line 
that is designed. The amount of the fund will 
depend very largely upon the ingenuity and fore- 
sight of the person in charge. 

This fund, it should be remembered, while 
necessary, is a dead weight on a company — un- 
productive money. It should, therefore, be re- 
stricted as much as possible. Agents will 
greatly aid in this by providing local sources of 
supply of small change, instead of sending to 
headquarters in every instance. 

By such a course and by the display of sagac- 
ity in other directions, they can, in many cases, 
avoid altogether the necessity of sending away 
for small change, and by being able to get it 
when needed, reduce the amount of their work- 
ing fund to the minimum. This will also reduce 
their responsibility and risk; a working fund is 
always a source of danger and anxiety. 

The purpose of the working fund is to afford the supply of 
pennies, silver and currency of small denominations necessary 
to make change in selling tickets and to otherwise facilitate the 
easy and rapid discharge of business, 

The amount of the working fund allowed each agent should 
be fixed by the traveling auditor in the absence of instructions 
to the contrary. 

It should not be increased without his written permission, 
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which permixvioii alioulil lie attached to the lialance sheet id 
wliU'h it iH Arstiiotk-cil. 

It ises]iei;iul]y itniiurtuiit than everyone «ihoul<l be siipiilieil 
with a, ticket beforu eiiti!riu<; the cjir^, uml ii»:ents and tiulcet Rell- 
ers shoiilil be [ire]>.>ri:d Lu luuku uhati>;c when circumstaucej 
require. 

Measures should ho taken iu time by agents to supply the m- 
selveB with small uh:iii:;e so that they may in no case be embar- 
]':iasei1 by the want of it. 

In tlie event agtiot^ can not proeiire the chaiij^ they require at 
stores and localbunks. requisition should be made on the treas- 

The funds should in every case accompany the requisition. 
Blank rcquisif ions for cliange should be provided by the sta- 
tionery Btorekeeper. 
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Paymaxtfirs should also keep themselves supplieil with small 
change so that when ii,o\i\% over the road they may furnish agents 
with same. Applii^ation should therefore be made to them at 
such times. 

The working fund should never be used except in making 
change, it sliould be kept intact. 

SAFES. 

The practices of railroads differ both as re- 
gards the furnishing of safes to their agents and 
the kind of safes furnished. 

A safe that is not secure against petty thieves 
is a source of danger rather than security; its pes- 
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session invites over confidence. Its unstable 
character is not appreciated in many instances, 
and mishaps occur in consequence. 

It should be the object of regulations govern- 
ing the handling of cash to reduce the amount 
in the hands of agents as much as possible. 
But after all has been done in this direction there 
will remain a considerable sum in their hands. 
This naturally finds lodgment in the safe. 

The resources of railroads do not permit them 
to buy burglar proof safes (if there is any such 
thing); a substitute must therefore be found. The 
most effective that I have discovered is an ordi- 
nary fire proof safe with a combination lock, 
enclosing a steel chest with a combination lock, 
the chest being securely fastened to the fire proof 
casing. Such a safe may be purchased for less 
than one hundred dollars and is an effectual pro- 
tection against petty thieves. 

Key safes should never be used. They are in- 
secure because of the impossibility of prevent- 
ing the keys being duplicated. 

A safe should be furnished an agency when the receipts war- 
rant it.* 

As safes can not be furnished sufficiently lar^e to accommo- 
date all the books and blanks, they may properly be limited 
to cash, audited vouchers, certificates of wages, ticket stamps, 
uncollected bills, way bills, remittance book, ticket book and 
cash book. 



* In reference to the responsibility of determining where 
safes are needed, it should rest in some one particularly. It is 
]irobable that the traveling auditor knows more about the sub- 
ject than anyone else. Where the collections of an office amount 
to twenty-live dollars a day or more, I should think that a small 
safe would be justifiable. 
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There is litlle dauji^r oi tickets beiQ^ atolea, it kept se- 
curely locked in u case. The books of the station may, in tbe 
main, be duplicated if necessary. 

In tbe event a ticket should be stolen, immediate notice 
should be forwarded by telegraph to conductors and those in 
cbarge of tickets, and such other oBlciuls as may be required. 

Tbe frequent robbery of safes is a constant warning not tj> 
trust to the security they afford too implicitly. Every precau- 
tion, should, however, be taken to render them secure. In tbla 
connection the following practices should be observed : 

The couibination of Imtli the inside and outside locks should 
be changed at frequent intervals, so as to prevent unantborised ^ 




persons from becominji; familiar with the same. Instances of tbe 
robbery of safes by unknown persona familiar wltb the com- 
binations attest the necessity of this. 

After changing the combination, the agent should try it sev- 
eral times before closing the door. 

Both the outside and inside doors of safes should be locked. 
The combination to both should be scattered when the agent 
leaves the office, imiess a responsible j)erson is left iu charge. 
Sometimes the knobs are turned but the combinations are not 
disturbed, thus enabling those familiar with the fact, or who 
gain access to the office, to extract the money, leaving tbe sate 
apparently untouched. Tbls Is impossible when the comblnsr- 
tions are scattered. 
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Agents should scatter both combinations of their safes at 
least once each day (whether the office is left alone or not) so as 
to keep themselves familiar with the combinations. 

In the event agents are unable to open their safes because of 
defective locks or otherwise, they should notify the treasurer of 
the fact by telegraph. In the event the safe is in the immediate 
vicinity of headquarters, a man should be sent to open it; other- 
wise it should be ordered sent to headquarters by express. In 
such cases it should be addressed to the treasurer and notice 
sent him. It should be opened on its arrival in the presence of 
two or more cashiers, and the contents returned to the person 
who forwarded it or such disposition made as may be desired. 

The locks and doors of safes should be kept in good working 
repair, in order that the maximum amount of security may be 
attained and embarrassments avoided. Timely notice of needed 
repairs or renewals should be sent to the official whose duty it 
is to see that the safes of a company are kept in repair. 

The cost of opening safes for which those in charge have for- 
gotten or lost the combinations, also of repairing broken spin- 
dles and performing other work necessitated by the neglect or 
carelessness of the person in charge, is charged to such person. 

In order to prevent such a mishap as the loss of the combina- 
tions of a safe, they should be kept by the person in charge in 
some private place, but not in the safe. 

CASH DRAWERS. 

Many of the mishaps that occur in the hand- 
ling of cash arise through leaving it in insecure 
drawers. 

It is so easy to secure entrance to an oflBce 
through a window or door, that money left in a 
cash drawer is not safe a moment unless a trust- 
worthy person is in the room or in the immediate 
vicinity. 

The particulars of the stealing of money from 
cash drawers are almost the same in every case. 
The money is left in the cash drawer for a few 
moments and when the custodian returns it is 
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found thiit a window has been pried open or door 
burst ill and the cash drawer robbed. 

The maximum security that a cash drawer af- 
fords will he obtained hy using a particulai" form 
of drawer everj'where. 

It may he large or small, according to the re- 
quirements of the office where used. The kind 
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of cash drawer having once been adopted, a sup- 
ply should be kept on hand by the company, the 
same as other articles. 

Such a course will not only be the cheapest, 
but the safest and best. 

The cash drawer should be strongly made, with 
a good lock, and so securely fastened in its place 
as to prevent its being detached. It should be 
constructed with a special view to the needs of 
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ticket agents and others in making change, dis- 
bursing money, caring for same, etc. 

An unsafe cash drawer should not be used. 

The utmost security that can possibly be afforded should be 
attained in every instance. 

To meet this requirement, cash drawers* especially manufac- 
tured for the purpose should be kept in stock at the storehouse. 
They sliould be of different sizes to accommodate the business of 
different offices. They should not only afford the maximum 
amount of security, but should be planned to accommodate the 
station funds and facilitate the making of change, thus econo- 
mizing labor and saving time. 

They should be ordered directly of the storekeeper when 
needed. 

LOCKS. 

The difference between an eflScient and an in- 
eflScient person is observable more in small things 
perhaps than in great things. In those who 
handle money it is especially manifested in the 
attention they give details; in the distrust with 
which they regard every source of possible 
danger. While they do not believe very much 
in the eflBcacy of bolts and locks, yet they derive 
from them such security as they afford. 

They will not only have a lock in every place 
where it will be valuable, but will be particular 
to keep such lock in good order. Momentous re- 
sults frequently depend upon such things. A 
door or window left open or insecure invites a 
thief to enter who would not think of such a 
thing otherwise. Men's lives and property de- 
pend upon just such incidents. 

* See Form No. 12, Appendix, for diagram showing arrange- 
ment of cash drawers. 
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Those who handle cash should at all times pre- 
serve at the highest point of efficiency every 
means that they have for guarding the money in 
their possession. 

Especial care should l:e exercised at all times to see that the 
locks of cash drawers and of freight and ticket office doors and 
windows afford the maximum security. 

When locks are worn out or are in need of repair, immediate 
measures should be taken to remedy the same. 

Responsibility rests wholly with the incumbent of the office. 
It is his duty to see that the maximum security is afforded at all 
times. 

When a lock is worn out or needs repair, it should be for- 
warded to the storekeeper at the nearest shop for repair or re- 
placement. 

It is the latter's duty to honor promptly requisitions of this 
kind. 

He should require, in every instance, the damaged or worn 
out article to be sent him in return for the article ordered. 

THE CARE OF CASH. 

An ounce of prevention is better than a pound 
of cure. The maxim is old and hackneyed, but 
fresh in connection with the handling of money. 

Money is secure only so long as we maintain 
possession of it. All the efforts we may put 
forth after it has been stolen are, in the majority 
of cases, inadequate. 

The prudent custodian of money seeks contin- 
ually to guard against loss, by reducing the 
sources of danger as much as possible; by the 
avoidance of needless risks or chances; by adopt- 
ing the precautions that experience has taught 
to be wise, or that others have discovered to be 
necessary. 
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Oue of the first precautious against the loss of 
money that suggests itself is to prevent access to 
it; or if its care must be shared with others, to 
reduce the number of such persons as much as 
possible. It is not sufficient that we know an 
associate to be honest or believe him to be so. 
Common prudence requires that we shall prevent 
his having access to the cash entrusted to our 
, care unless his duties require it. In the case of 
railroads this is doubly necessary. We may trust 




a friend with our own money, but we may not, 
without criminal imprudence, entrust the money 
of our employer to him unnecessarily. 

Much of the money that is lost is lost through 
over confidence. Long association breeds neg- 
lect. Money, in order to be safe, must be watched 
over, not spasmodically, but unceasingly. Wher- 
ever it is not we may be sure that loss will sooner 
or later attend the neglect. There can be no 
exception to this rule, and instead of growing 
more confident with the lapse of time or with 
freedom from loss, we should grow more circum- 
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spect, more wise in adopting and enforcing safe- 
guards that experience proves to be necessary. 

In order to avoid unnecessary risks and reduce responsibility 
to the minimum, no one should be allowed to have access to cash 
except it be necessary, and only to the extent necessary. 

In the examinations made by traveling auditors it is necessary 
for them to count the cash. But this duty should be performed 
in the presence of the person in charge of the cash, so that the 
latter may see that the work is accurately done and that proper 
disposition is made of the money. 

Traveling auditors may transmit the cash they find in the 
bands of an agent by express to the bank or to the treasury, if 
they think proper. But it is the duty of its custodian to act in 
the matter conjointly with the traveling auditor; to see, in fact, 
that the money is actually sent forward, as his responsibility under 
his bond is immediate and permanent, and can not be waived. 

No one except a duly authorized person, possessing written 
authority, is authorized to touch funds in the hands of the com- 
pany's agents. 

It is not necessary that those who sell tickets at night should 
have access to the general cash. All that is needed is that they 
should be supplied with a working fund. In the morning this 
working fund with the collections should be turned over to the 
day clerk. The ticket sales for the night should be audited Iry 
him and the amount of cash turned over ascertained to be correct. 

The rule in regard to night ticket sellers is applicable to all 
others similarly situated. 

The rule should be not to burden employes with the responsi- 
l»ility of funds and securities except in so far as it is unavoidable. 

The number should be reduced to the minimum. 

( 'ash drawers and receptacles containing money should be iso- 
lated as much as possible. 

The foregoing regulations, it is apparent, apply quite as forci- 
bly to the treasurer's office of a company as its agencies. 
They should be enforced everywhere. 

ACTION TO BE TAKEN IN EVENT OF DESTRUCTION 

OF OFFICES. 

The traflBc atccounts of every company should 
be so comprehensive as to permit of their being 
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duplicated in the event offices or their contents 
are destroyed by fire or otherwise. The data of 
one office should be supplemented by that of 
another. Defects will be apparent, but the prin- 
cipal thing will be the expense; this will he con- 
siderable in any event, and to avoid it and the 
embarrassment that will otherwise attend loss, 
every precautionary measure should be adopted 
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by those in charge to prevent the destruction of 
offices by fire or otherwise. 

Ill tlie event of the Jestructiou of the contents of an oflice by 
Are or otlierwiwe, copies of all way hills rueei veil and forwan!"ti 
embraced in the eiirrent baiauoe sheet should at once be obtaiiieil 
by the agent from the stations forwarding anil ret'Civlng the 

After inv estimation by the proper oUicer, the a>;ent shonid be 
credited (aa provided elsewhere) with tlie amount of the cliarfjeB 
on BUuh goods as have l)eeu destroyed. 

In the event of the destruction of tickets a list of those de- 
stroyed sbould be forwarded to the proper officer forthwith. 
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In the event of the destruction of an office or freight hout^, 
each dep:irtment of a company should be notified without delay 
by the agent of the losses in which it is interested. 

Immediate measures should also be take?i by the agent or per- 
son in charge to re-supply the station with stationery and such 
other appurtenances as circumstances require. 

SIGNING RECEIPTS, ENDORSEMENTS, ETC. 

The discretion that may be safely exercised in 
these matters outside the usual customs is so 
narrow as to practically not exist. So narrow, 
in fact, as to make it unsafe to exercise it. 

The adequacy or validity of a paper is perfect 
or otherwise according to the fidelity with which 
the technical requirements of the case have been 
followed. A receipt or endorsement is rendered 
nugatory by imperfection, unless the fact that 
the money was paid to the rightful person can 
be proven outside of what may appear on the 
paper. The importance of observing technical 
compliance with the laws and customs govern- 
ing is therefore apparent. An imperfect endorse- 
ment or receipt does not necessarily invalidate 
a transaction; the facts in the case will govern. 
But imperfection clouds a transaction, and its 
trustworthiness can never be accepted until re- 
search has demonstrated it to be so. If a paper 
is endorsed imperfectly, or a receipt does not cor- 
respond with the document, the inference is that 
something irregular has occurred, and thus the 
possessor of the paper may be occasioned trouble 
at anv time. Whenever an endorsement is not 
technically correct, no one can err in refusing it. 
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Receipts should technically comply with col- 
lateral documents, and when they can not be 
made to do so without falsifying the facts, cor- 
rection should be made before the transaction is 
closed. Tlie admonition to trainmen to adopt a 
safe course in every case, applies to those who 
handle money, and the motto should be inscribed 
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in every office in a place where it will be a con- 
stant admonition against laxity of every kind. 

The only safe way in the interchange of money 
or values is the right way, and the right way is 
that which common custom and the law specify. 

The following rules will be found to be of 
value to those who handle money. They are not 
as full as they should be, but will serve as an aid. 
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Receipts to vouchers; acknowledgments for money, property, 
or other consideration; endorsements on time tickets (certifi- 
cates of wages), orders, drafts, checks, etc., should correspond in 
every particular with the name of the principal or person or 
persons in whose favor the instrument is made. For instance, if 
a document is made in favor of James Cardiff, a receipt or en- 
dorsement can not be accepted signed by James CarA:lifl'. 

The practice of the United States government in the case of 
vouchers, drafts and checks is founded on correct mothods, and 
should be observed in connection with such documents. It is as 
follows: "The name of the payee, as endorsed, must correspond 
in spelling with that on the face of the warrant; no guarantee of 
an endorsement, imperfect in itself, can be accepted. If the name 
of a payee, as written on the face of a warrant, is spelled incor- 
rectly, the warrant should be returned for correction." 

Documents in favor of corporations should be signed by the 
duly authorized agent or officer of the corporation; the name and 
title of the person should be given in full. 

Signatures should be witnessed in all cases by some responsi- 
ble person when the payee is not personally known. 

Endorsements by mark can not be witnessed by the agent or 
cashier who pays the money. 

When a payee can not write he should make his mark in legal 
form in lieu of his signature. This mark should be witnessed by 
a responsible person who knows the payee.* 

Checks, drafts, notes, bills of exchange and kindred documents 
should in every case be endorsed by the payee. Orders can not 
be accepted in such cases. 

Those who make payments are held strictly responsible for 
the bona fide character of the receipt or acknowledgment and the 
payment of the money to the proper person or persons. 

Drafts or checks accepted by agents should be endorsed ac- 
cording to the rules made for such cases. 

Agents should not accept any draft or check the payment of 
which is doubted. Should it happen, however, that they receive 
a draft or check on a local bank, about which they have misgiv- 
ings, they should collect the same forthwith, or have it certified 
by the bank upon which it is drawn, if satisfied of the solvency 



His 
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of such institution . Local drafts or checks should be (collected 
by the agent and the proceeds remitted, in the event the com- 
pany will incur expense in collecting the paper if he should re- 
rait it to headquarters. 

In the event a check or draft is received by an agent that can 
be collected without expense to the company by the bank to 
which he sends his money, he should remit the same with his 
other collections. 

Immediately upon a check or draft coming to an agent's 
hands, he should write or stamp the following endorsement 

thereon, namely : " For deposit on account of 

Company , Agent." * 

This endorsement the agent should sign, giving his title. If 
the draft or check is thus endorsed it can not afterward be mis- 
used, t 

Checks and drafts should be drawn to the order of the collect- 
ing agent, and before being remitted should be endorsed and 
formally signed by him as above. 

In the event an agent should accept checks or drafts not drawn 
in his name as agent or made payable to his order, tlioy should 
nevertheless be endorsed by him so that his responsibility may 
appear. 

Endorsements on checks and drafts should be made by the 
agent. However, at stations where receipts are in charge of a 
cashier, endorsements may be made by him in the name of the 
agent, by himself as cashier. 

Endorsements are required to be technically and legally per- 
fect. 

Time tickets, vouchers, illuminating bills, freight bills and 
similar documents remitted by agents should be stamped with 
the station stamp on the date they pay them. 

The foregoing regulations, while applying more particularly 
to receipts to vouchers and endorsements on checks, drafts, notes, 
time tickets and kindred documents, are equally applicable to 
receipts of consignees for freight, receipts given by agents and 
for other transactions wherein the public is considered. 

Stamped signatures are not binding unless it can be proven 
that the person whose signature is thus affixed personally ap- 

* The name of the company on whose account it is received 
should be inserted. 

t If the ])aper is collected by the agent and the proceeds re- 
mitted this endorsement would not, of course, be made. 
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piled tlie Htiimp. Signatures, consequently, must be written. Pen 
and Ink or nn InilellMe pctidl ebould be uxed. 

In further explanation it should be remembered that the sign- 
ing by one [ursoti tor another Is illegal unletig authorized. 

Whenever a peraoa glgiis for another, the name of the person 
signing should be given in full, unless legally authorized to omit 
such formality. 

If a |>ersoii having i>owur of attorney signs, he should attach 
to his signature the legend ''Attorney In fact." If he signs as 
truntee, adm!nl!:trator, agunt or otherwise, the fact should be 
duly stated beneath his signature. It is the duty of the person 
who accepts s signature to satisfy himself at the time that it is 
legal and binding. 
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It should be kept In mind by everyone who has occasion to 
make payments tliat it Is easy to assure himself before making a 
payment of the right of the reclpicnt-to receive it, while it Is 
difficult, and oftentimes impossible, to detetermiue t^is after- 
ward. Men are willing to substantiate their right to receive 
money, if required to do so before the transaction. Afterward 
they are inilifl'crent. and the burden of proof rests with the payor 
instead of the payee. 

EESP0N8IBILITY OF PRINCIPALS, 

Experience has proven that it is unsafe to 
maintain divided responsibility at stations. 

A frequent source of friction is the status of 
subordinates who handle money. 
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It sometimes happens that so long as every- 
thing is going right the agent claims to exercise 
general direction, but the moment that loss 
creeps in he seeks to evade responsibility under 
the plea of ignorance or inability to look after 
such matters. 

Responsibility should in every case be sup- 
plemented by necessary recognition and au- 
thority. An agent may exact such security as is 
necessary of a subordinate, but so far as the 
company is concerned it can look only to him, 
provided he assumes the responsibility. 

Agents are selected because of their experi- 
ence and supposed fitness; because of their 
integrity and ability to manage. This is right 
and should not be rendered nugatory by deny- 
ing them authority to exclude from their oflBces 
anyone who upon investigation proves to be 
unfit. 

It is impossible to hold an agent responsible 
unless he accepts responsibility for those under 
him, and this he can not do unless they are ac- 
ceptable to him. 

It is frequently necessary in the operations of 
business to send men to stations about whom the 
company knows very little. But the agent need 
not trust them except within narrow limits until 
observation and enquiry have shown them 
worthy, and in the event they prove not to be 
worthy there should be no delay in relieving 
them. An efficient station service can not be 
built upon any other basis. 
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Wbite a (air division of burdens requires that BubordiDates, 
as well as those In charf^c, »ihould furnish security, nevertheleas 
tills faut does not the less make it the duty of th« latter to 
Investigate fully In reference to the character and antecedents of 
those who are under tliem. 

Agents should satisfy thcinselv(>» that subordinates are 
reputable, and iu the cveiit they do uot believe them to be so, or 
pending!; Inve8ti^atinii, should not permit them to handle cash. 

If it should be found upon investigation or trial that an 
untrustworthy person has been introduced Into the service, 
he should be reported for retirement without delay, and 
pending the change should not be permitted to touch the cash of 
the company. 

No condition or i'ircutnKtaiii;ecnn relieve an agent of respon- 
sibility for the fluancial aQ'airsof tiis station, and he should take 
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means to protect the comi)any against untrustworthy sulrordl- 
nates and assistants.* 

'i'lio bonding of subordhiates can not be construed as reliev- 
ing agents of the responsibilities of their offices. They are ex- 
pected to exercise the same sui>ervisiou over the cash affairs of 
their stations that tliey would if personally responsible. This 
supervision should he evinced In the selection of fit men to 
handle money, in the rejection of those who are nnflt, and in the 
institution of necespaiy safeguards. 

V'reodoin from lo-id is the result of wise selection and super- 
vision. Tlie interests of a company, and of its agents as well, 
can not he safely maintained otherwise. 

* This was graphically illustrateil In my espericnce in the case 
of two young men, defaultluj; cashiers. Tliey were iillowed un- 
limited discretion, lu one case the agent absented himself from 
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As persons under age are not legally responsible, they are not 
eligible to appointment as agents or other offices where required 
to handle money. 

Persons without experience in filling offices of trust should 
never be allowed to handle money, without careful supervision, 
until their creditability is established. 

Honesty is a matter of habit as well as of principle. 

CASH DIFFERENCES. 

When a deficiency is shown to exist in the 
cash, no matter how it occurs, the safe way is to 
make it good instantly. Responsibility may be 
fixed afterward. Naturally the duty of seeing 
that this is done rests with the person in charge. 

When the cash is out of balance, or indeed any 
other account, careful search should be made for 
the cause. It is never safe to make a forced 
entry to balance an account. No one familiar 
with affairs, or who values his reputation, will 
do so. 

An unexplained difference should not be 
allowed to exist any longer than is necessary to 
hunt it up, and in the event the station force is 
not sufficient requisition should be made on the 
superintendent for assistance. 

An unexplained difference can not be justified 
or excused. 

In the main the correction of errors and omis- 
sions will be simplified if entrusted to one man. 
But in order to avoid risk, the force as a whole 

the office and left its affairs wholly to the cashier; in the other 
case the agent went away from the station and left the ticket 
clerk in charge without proper supervision or direction. 
Neither the age* nor character of the delinquents warranted 
the confidence reposed in them. 
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should be iastructed iu matters of this kind so 
that there may be no delay because of the ab- 
sence or inability of particular persons. 

4 

The official in whose name cash is handled and accounts are 
kept is responsible. 

When a mistake occurs involving money, the amount should 
forthwith be made good by the person in charge and proper en- 
tries made in the cash book. 

Afterward, if the person in charge is in doubt as to his 
respocisibility in the premises, he can correspond with the proper 
department officer In reference to the matter. 

It ii the duty of such officer to see that justice is done. 

When practicable, the examination of way bills and the 
making of corrections generally should be entrusted to one par- 
ticular person as suggested. This plan will secure respon- 
sibilit}^ and, as a rule, fidelity. 

In the event counterfeits are returned or remittances are 
otherwise found deficient the shortage should be made good 
forthwith. In such cases a remittance should be made for the 
amount of the shortage, or, if a regular remittance is to go for- 
ward at once, it may be added thereto. 

When a remittance is over the amount should be deducted 
from the next remittance. 

DUTIES OF CASHIERS AND OTHER SUBORDINATES. 

The question of joint responsibility of agents 
and subordinates is referred to elsewhere. 

When responsibility for the cash is not as- 
sumed by the agent it should be fixed definitely 
in the cashier, and he should be selected with 
that view and should be accorded such rights and 
authority as may be necessary to protect him in 
the care of the money passing through his hands. 

A railway station is a primary school ; a natural 
entrance to the service. 

Everyone, therefore, connected with a station 
should have such facilities afforded him as cir- 

6 
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cumstances permit for acquiring knowledge of 
station matters. 

The management should be liberal in this re- 
spect. 

It should be the purpose of every agent to 
build up, so far as he can, the character and am- 
bition of those subordinate to him; to lead them 
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to familiarize themselves with their duties and 
learn as much as they can of the duties of others 
without interfering with routine work. Wheie- 
ever such a course is followed it will not be dif- 
ficult to discern those who are industrious, 
capable and ambitious from those who are not. 

Wherever a cashier is employed, the agent and 
cashier should jointly and severally have knowl- 
edge of the disposition of receipts. 



A0EKT8 AND COKDUCTOBS. 88 

It is the duty and privilege of the cashier, as 
well as the agent, to see that all collections are 
remitted, and that receipts returned therefor 
are filed in the oflSce, where they will be accessi- 
ble to everybody. 

There is nothing confidential in matters of this 
kind, and there should be no secrets in regard to 
them, so far as the oflBce force of the station is 
concerned. In fact, subordinate employes should 
be encouraged to keep themselves advised in re- 
gard to details affecting station routine, so far as 
the same can be acquired without neglect of 
duty. This should be done, not from a desire to 
pry into things that do not concern them, but 
from a natural and laudable ambition to famil- 
iarize themselves with station work, and thus fit 
themselves to fill places of greater responsibility 
and trust. 

Where such a spirit governs, irregular practices 
are not likely to creep into the affairs of a sta- 
tion, and the character of the men and the qual- 
ity of the service will be far beyond that which 
will exist where a contrary spirit rules. 

SECURITY FOB FAITHFUL PBEFOEMANOB OF DUTY. 

Various kinds of security for the faithful per- 
formance of duty have been tried by railway 
companies. 

At first no security was asked of those who 
handled money. This practice was quickly aban- 
doned. Private bonds were then tried. These 
continued in use for nearly half a century. 
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In mauj- cases bonds and other securities were 
deposited by those who were required to furnish 
security. No possible objection can be made to 
security of this character, except the risk attend- 
ing its custody. 

Private bonds, however, have come to be gen- 
erally recognized as untrustworthy, beside being 
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a source of annoyance and expense. It was this 
fact that gave rise to public guarantee companies 
whose office it is to guarantee those who fill posi- 
tions of trust. 

No form of guarantee is, from the standpoint 
of the employer, so satisfactory as this. The 
guaranteeing company not only protects him, 
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but looks into the antecedents of those guaran- 
teed. Thus it affords a double advantage to the 
employer 

From the standpoint of the employe the mutual 
form of guarantee is perhaps the most satisfac- 
tory, but as it has only been tried within a very 
narrow field, its merits can not be determined as 
yet. It is based on the pooling of the cash pre- 
miums of those who furnish security. Losses and 
expenses are paid from the premiums thus bulked. 
The balance at the close of the year is applied 
on the next year's premium or conveyed to a per- 
manent fund. The expenses attending this form 
of guarantee are very considerable for superin- 
tendence, clerk hire and stationery, and where it 
is restricted to a particular railroad, are perhaps 
relatively greater than similar expenses of a pub- 
lic guarantee company. 

The form of mutual guarantee with which I 
am familiar contemplates carrying the premiums 
or balance, if any, at the end of the year to a per- 
manent guarantee fund. Thus, if good fortune 
attends, a permanent fund will gradually be 
built up. It will, however, require patience and 
watchfulness. But success will follow if wisdom 
and fidelity are exercised upon the part of those 
in charge of the fund, first in examining risks, 
and second in looking after those guaranteed. 

The mutual form of guarantee is not practica- 
ble except in connection with large properties. 
Under favorable circumstances employes may be 
guaranteed under the mutual form at probably 
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less expense than in any other way, provided 
the same care and intelligence are exercised that 
are observed in the management of public guar- 
arantee companies. 

The permanency and value uf the guarantee 
system, whether mutual or otherwise, is depend- 
ent upon the experience and capacity of those in 
charge and upon the character and uprightness 
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of those insured. It may be successful in one 
case and meet with diastrous f:^ilure in another. 
Success or failure proves nothing. It depends, 
as other kinds of business depend, upon how it is 
conducted. 

Whatever the form of guarantee may be, 
whether mutual or not, it involves an enormous 
amount of detail. This can not l)e described nor 
learned ofi-haud. It is the result of practical ex- 
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perience, of long familiarity with the business, 
coupled with a discerning knowledge of human 
nature. 

The guarantee business is in its infancy. Each 
day shows its imperfections. Aside from the 
security it affords employers, it serves another 
purpose, namely, the elimination of unfit men 
from positions of trust, who, except for it, would 
wander unconcerned from one property to an- 
other, unfaithful to all. 

- Summing up all that can be said in favor of 
public guarantee companies versus mutual guar- 
antee funds, I think the former safer for rail- 
roads. The public guarantee companies are 
managed with ability and exhaustive knowledge 
of the business. Their attention is not dis- 
tracted by other matters, and it is only reasona- 
ble to suppose that, with their knowledge and 
the undivided attention they give their busi- 
ness, they can carry it on with greater eflBciency 
than when it is conducted merely as an accessory 
or bureau. There may be exceptions to this 
rule, but they will be exceptions. 

In the actual operation of railroads, great leni- 
ency is shown employes. Good understanding is 
heightened by making matters of security sub- 
jects of negotiation as other matters are that 
affect dollars and cents. If an employe prefers 
to deposit bonds or securities instead of subscrib- 
ing in a public or other guarantee company, he 
should be allowed to do so, if the security can be 
protected without risk to its custodian. 
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Railroads will best secure themselves, however 
it is possible, by requiring employes to provide 
security in some public company. 

Evprj- Piiiplojc wild liaiiilles ojisli Rhould be required to 
fumlHli iiwnrity for the faithful performance of duty. 

The form of guarantee now ^nerall]' rcQulred is that of on 
ftnDua) cash premium. This is the ettiieBt to furnish and the 
moat simple and couiprehensive. 




The premium thus raiwd \s used liy tlie railroad company to 
procure indemnityinsome public company, la some cases the 
employer paysii partot or the whole of the premium. 

It is one of the duties of agents and others to see that local 
employes under their supervision or otherwise, who handle funds 
or securities, furnish eet^urity. In order to insure this, thciy 
should notify the treasurer of clianj^es in positions, the incum- 
beiitfl of which are re(]uired to provide security.* 

* When an employe who has paid the usual yearly premium 
leaves the service of the company (or is transfer red before the 
close of the ye-ar covered by such premium) the unearned portion 
Is usually refunded him by his Fiuecessor at the tinie of transfer. 
the incoming employe takiu); a receipt for the amount. This 
receipt lie forwards (witli the receipt given In the Srat in- 
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FORM OF SECURITY. 

It is a peculiarly ungracious task to ask a pa- 
tron to secure the company against contingency 
of loss in those cases where it is compelled to 
trust him. It is unavoidable, however, in many 
cases. If proper tact and courtesy are used it 
may be done without offence. It should never 
be done except when necessary. 

Here as elsewhere the element of good faith 
as between man and man will determine what 
shall be done in many cases, rules and regula- 
tions to the contrary notwithstanding. How- 
ever, where there is doubt security should be 
exacted, unless, indeed, the practices of rival 
lines render such course inexpedient. 

Exactly who shall be trusted, when they shall 
be trusted and the extent to which they shall be 
trusted, are matters that must be left largely 
in the hands of agents. They are responsible 
and the sagacity they exercise or fail to exercise 
determines their fitness or unfitness. 

stance) to the proper officer, so that the halance may he trans- 
ferred on the books. If a transfer has already occurred in con- 
nection with the place {i. e , if the person leaving is not the one 
who paid the premium at the commencement of the year), the 
balance of unearned premium due the retiring employe is paid 
to the latter by the incoming employe and a receipt taken there- 
for, which receipt, together with the duplicate receipt held by 
the retiring employe for the unearned premium paid by him to 
his predecessor, is forwarded to the proper officer. In the event 
the position the employe leaves remains vacant, the amount of 
his unearned premium is refunded to him by the treasurer upon 
his forwarding the receipt for the current year's premium. lie 
must, however, state on the back of the same that he has left the 
service of the company, giving the date and reason therefor. 
This statement is vouched for by the agent or superintendent of 
the division. 
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Secarity must be exacted whenever the interests of a company 
demand it. Risk may thus be avoided in those cases where the 
vicissitudes of business or the interests of patrons conii)el a com- 
pany to extend credit to those who have not the right to ask a 
company to assume any such risk in connection with its business. 

When it is necessary to exact a bond to secure charges, or on 
other accounts, it should be sufiicieut to cover the risk and the 
cost of enforcement. 

In no case should a bond be for less than one hundreil dollars. 

In the case of private bonds, they should be signed by two 
sureties, each of whom should be worth not loss than one thou- 
sand dollars in realty, free from debts, encumbrances and 
exemptions. 

Xoman not of good character should bo accepted as surety 
in any event. 

Bonds should be forwarded to the proper officer for exami- 
nation and safe keeping. "^ 

DRAFTS DRAWN BY AGENTS ON THE COMPANY. 

The exigencies of basinoss require agents to 
make more or less disbursements on account of 
a company without formal voucher therefor. 

They do this in the settlement of balances duo 
connecting lines at junction points (on freight to 
be re-billed) for drayage charges, cooperage, ad- 
vances, etc. 

There are two ways of paying: one by cur- 
rency, the other by draft on the treasury, lioth 
practices may be followed. 

Payment in currency should be made when 
the amount is small; when the amount is large 
or would involve the keeping of cash on hand to 
meet the same, payment should be by draft. 



*For forms of various bonds and certifications thereto, see 
Forms Nos. 1. 2, 3 and 5, Appendix. 
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In settling with connections balances mily 
should be drawn for. This reduces the labor 
and expense to the minimum. 

In order to facilitate business si>ecial drafts 
should be provided, according to the use to be 
made of them. There need be little or no risk 
attending the use of drafts. It is much safer to 
use drafts in settling balances and for paying ad- 
vance charges than to accumulate currency at 
stations for that purpose. Moreover, settlement 
by draft is authoritative aud affords a record of 
the transaction. 

When a company permits its agents to draw 
on its treasurer for sums needed in paying 
advanced charges on freight, or in settling over- 
charges, damages, injuries, losses, right of way, 
taxes, or for any other reason, a return should be 
required of such agents as often as once a week 
of the drafts thus made. 

The person drawing the draft should be 
charged with the amount forthwith, and an fic- 
count, known, say, as "Drafts on treasurer," 
credited. In this way if a draft should be lost 
the company would receive the benefit of it and 
not the drawer. 

The balance of the account will also show at 
all times the amount of drafts outstanding. The 
effect of requiring returns, moreover, will be to 
prevent, in a measure, irresponsibility, looseness 
and confusion. 

In many instances it greatly facilitates bus- 
iness for a company to give its employes permis- 
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sion to draw for sams required in cases such a<5 
those referred to. But precautions may properly 
be observed. A good one is to insert in the body 
of the draft " Not payable until approved by the 
person on whom it is drawn.'' This person (the 
treasurer) is thus left at liberty to throw out any 
draft he wishes. The effect is to prevent col- 
lusion between the person drawing the draft and 
the payee. It otherwise secures needed pro- 
tection. It does not involve any inconvenience 
to payee as he at once deposits the draft for col- 
lection on receiving it, and if it is all right it is 
paid on presentation. 

Drafts egpeeially designed to meet different emergencies 
should be provided. 

All drafts should be drawn on the treasurer. 

No one should make a draft except those authorized. 

No draft should be honored unless signed by the drawer or 
some one authorized. 

Drafts for advanced charges or in settlement of junction 
balances should be drawn to the order of the creditor. This 
will further protect a company. 

At junction points where business is small, balances with con- 
necting lines should, so far as possible, be settled with cur- 
rency. 

Petty advances made to merchants and other shippers at 
country stations should also be made in currency. 

When payment of balances at junctions is made in currency, 
settlement should be made daily. When, however, it is no(u?sHary 
to settle by draft, weekly settlements will answer in the absence 
of instructions to the contrary. 

When exchange of business with other carriers is great, set- 
tlements should be made daily by draft. 

Drafts should be for balances only. Thus, if the ImJarico Is 
against a company, its agent will give the represeritativo of the 
other line a draft for the amount of the balance due it. If the 
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balance ik iu Eiiv«r of tlie uonipsDv. a druft for ! lie amount of eucb 
balance hIiuuIiI l>e exacted.* 

A weekly rettini is required of agente of drafts drawn by 
them. Jn tlie eveot uo drafts have been drawn a blank repoit 
should be rendered. 

CORRBCTION OF EBBOE^ AND OMISSIONS. 

In the making of corrections security and effi- 
ciency will he best secured by acting promptly. 
If those who make them are dilatory they are 




* Buslneaa if souieilmee fai^ilitateJ l>y varyingthig mle, by 
drawing druftE for tlie total amount of etmr^^ upon freight re- 
<-eived from a euuiieKiiiK line and by exai^tlng of it a draft for 
the I4>t&l amount of charges on freight delivere<1 to it. This wUl 
lie the oime wiieii it is not easy for tbe afjents to i-oiifer tofcvQter 
in order to aRirertatn what ttie Inlaix'e lietween the two eompanies 
iu interest iei. When tliey can not eonfer m thle way readily, 
each may draw a draft for the irroRR amount due )iii! oompanf . 
Thin uourse Mioiild never lie followed, however, when carriera 
are compelled to pay Imnks or ottiers for iHillei;tiug the drafte; in 
all BUfh ea«eR a draft for the lialance as between the two tiom- 
tianies in interest sbould lie druwti. thus lenRening cost of col- 
leviiug. 
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liable to be overlooked, and tlu> accounts and 
books thrown out of balance. 

Errors and omissions are treated differently by 
different companies. In some cases the entry is 
altered where the error or omission occurred; 
upon other roads the correction is made else- 
where, in some subsequent document. It is prob- 
able both these plans have merit. In some cases 
agents are notified of every difference, whether it 
affects their cash account or not. In other cases 
onlv those are notified whose cash accounts are 
affected. 

When any party to such a transacticm fails to 
be notified it is manifest his books will not har- 
monize with those that have been altered. This, 
however, is not thought to be important when ac- 
counts are written up at headquarters instead of 
at stations. 

Details connected with the manner, time and 
place of correcting errors and omissions in the 
books of railroad companies are as varied a.s the 
operations of railroads in other directions. A 
good plan, however, is to correct an error or 
omission wherever it occurs in the records, so 
that the fact may be known ever afterward with- 
out further reference. It is p<^>!HHible this is not 
the best plan, but it works very well and has this 
merit, that it prevents the J»arne error or omi.ssion 
being considered twir-e in the making of vouchers 
or the refunding of overchar;/<^s. 

I have referred el^ewh^r^^ fo th^ correction of 
books at stations and the ad vi.sabiiity of entru-st- 

7 
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ing such work to one experienced in such matters; 
a dilatory or neglectful person is a meuace to 
everyone with whom he is identified, and he is 
especially so to carriers; a person who is neglect- 
ful in the office will be so in the yaixi and at the 
switches of the company — everywhere, in fact; 
an agent who writes up his accounts promptly 
and accurately may be trusted to be prompt and 
accurate in other things. 

An important thing to be observed in con-ect- 
ing errors and omissions on the books and in the 
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accounts is to perform the work accurately and 
clearly so that there can be no doubt or misap- 
prehension in regard to the matter afterward. 
Confusion or want of clearness is liable at any 
time to not only involve the integrity of the 
agent, but occasion the carrier loss. 

The necessity of promptness and thorougliness at etationa in 
altering the books, I'UteiDi^nts and ac<;ountB (Including cash) to 
conform tfl correctiotis is not always conaidered. It Is realiy ii 
matter of the utmost importance. It is necesaary not only lo 
iiiBure eleai'iiess ami accuracy io the station a<XK>unts. but to 
avoid erabarrassinentB I'Ise where. 

Neglect to make correutloDB not only harasses the auditing 
officers and clerks of a company, but greatly embarrasses Other 
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agents and reflects upon them through the multiplicity of errors 
it engenders. 

Neglect to make corrections promptly and carefully is an 
evidence of inefficiency, and the occasion of expense to a com- 
pany. In the absence of instructions to the contrary the follow- 
ing rules should l)e observed, viz. : 

A notice should be sent in all cases where returns for freight, 
ticket, baggage, or other accounts, are discovered to contain 
errors or omissions; also in those cases where waybills are 
changed. 

The notice should be sent by the person making the correc- 
tion to all parties in interest. 

Special forms are provided so as to facilitate the work. 

When an error is discovered no delay should occur in sending 
notice. 

Notices of correction should not be signed or returned until 
the books, papers and accounts they refer to have been corrected. 

No delay should occur in performing this work. 

Neglect or delay serves to muddle the accounts and other- 
wise jeopardize the interests of a company. 

No correction should be accepted unless it is understood and 
believed to be right. 

In the event of doubt reference should be made to the proper 
officer. 

In correcting waybills and other evidences of debts due a 
company, a safe course will be to charge enough. If too much is 
charged it will be easy to refund. If not enough is charged it 
may be impossible to collect. 

DISPOSITION OF OVERCHARGES. 

There are two kinds of overcharges: 
First, overcharges discovered before the ac- 
counts are closed; in such cases all that is neces- 
sary to do is for the agent to refund and alter his 
books. 

Second, when the accounts have been closed 
and the amount collected has been charged to 
the agent upon the books of the company. In 
this case it is manifest he can not refund the 
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amount without u special credit being allowed 
him therefor. The usual course followed in re- 
funding overcharges of this kind (in the majority 
of cases) is to make a voucher in favor of the 
person overchiirged. 

The accompanying rules and regulations are 
intended to cover cases where the agent collects 
more than the amount charged to him by the 
company. In such cases it is manifest there is a 
surplus in his hands, and will always be, until 




the amount of tlie overcharge has been refunded 
or has been turned over to the company. In 
cases of this kind theie is an intermediary period 
between the time tlie overcharge is collected 
and the limo it is refunded or turned over to the 
company. The overcharge book is intended to 
afford a recoi'd of the money in the hands of an 
agent during such time and the disposition made 
of it. 

This book is of the utmost importance and re- 
quires to l>e accurately and promptly written up. 
It is, like all forms connected with accounts, the 
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outgrowth of experience. It was found that when 
a large number of overcharges accumulated in 
the hands of an agent they were likely to be 
overlooked or forgotten if no permanent record 
were made of them. To remedy this the over- 
charge book was introduced. It contains a his- 
tory of each overcharge the money for which re- 
mains in the hands of the agent; it shows what 
finally became of the money. It is also intended 
to embrace other sums in the hands of an agent, 
not charged to him, which the company is re- 
sponsible for. 

It will often occur, through inadvertence or otherwise, that 
amounts will be collected by agents in excess of the sum charged 
them. This will be frequently the case in connection with the 
collection of freight charges. The effect is to create a surplus in 
the cash of a station, and unless due account of the same is taken, 
will throw the accounts out of balance. 

To obviate this, agents should supply themselves with an 
overcharge book, in which they should enter the overcharges 
collected by them. 

This overcharge book is only intended to cover amounts col- 
lected by agents and not charged to them on the company's 
books. Other overcharges can be refunded only under express 
authority of the company. 

Overcharges should be entered upon the record book imme- 
diately. 

The overcharge book provides for taking the receipt of the 
payee when the amount of the overcharge is refunded. This pre- 
caution should not be overlooked. 

Overcharges can not be refunded except to the person over- 
charged, or upon his order. 

No credit should be taken for the refunding of an overcharge 
until the money has been paid. 

Overcharges unrefunded at the close of the month should be 
entered on the balance sheet (account current).* 

* It should not be forgotten in this connection that over- 
charges that accrue on way bills received after the close of the 
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Agents should, iimler iio ciroii instances, refund overcharj^es 
in the absence of the original freight bill (receipt). This should 
be corrected and a notation made, in red ink, on its face, showing 
tbe date and the amount of tiio overchar^ refunded. This is nec- 
essary to prevent iliiplieation of accounts and payments. 

Overcharges slioiild tic allowed to remain in the hands of 
agentH for only a short iicriod. If not refunded, say at the close 
of the moiiUi succcciiin;; (tint iii which collection was made orig- 
inally, the pro|ier ollicer of tlie company should ciiarj^^e the 
agint holding the money with the sum. .Vfterward the over- 
charge can in audi cai<es be refundeil only in the usual way — by 
authorization of the company, 't'he party making claim there- 
for must, in consequence, be referred to the proper officer, as in 
the case of other claims to be settled from headquarters. 




mr 



Carriage in Iteugal. 



Money collected by agents in the way of overcharges, and for 
which they ai'e responsible, should not be held by them but re- 
mitted to headquarters, as In other cases. When they refund the 
overcharge (if they do) the amount is taken from tbe current 
day's receipts.* 

VOUCHERS. 

As agents are required continually to handle 
the vouchers of a company, it is necessary that 

month do not aft'ect the overcharge account of the month pre- 
vious, for the reason that the cash was not received in euch 
month. 

' In order to obviate the necessity ot nialdng a voucher to re- 
fund every overcharge, overcharge.'* collected by agenta are, up 
to a certain time allowed to remain in their hands. They are 
thus at liberty to refund the same as called for. The entering of 
the amounts on the overcharjre book (and on the agent's account 
current) prevents their being diverted in any way and secures 
all the good that could be accomplished by formally bringing 
the same ou to the general books at headquarters at once. 
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they should understand how they are made, by 
whom they are made, who is authorized to ap- 
prove the same for payment, who is authorized 
to direct payment to be made, and so on. It is 
part of the routine machinery of the service. 
The essential features in regard to vouchers are 
the same everywhere. Details are not, however, 
alike upon any two roads. But these details are 
not important so far as payment is concerned. 
The fact of importance to the person paying a 
voucher is to know that it has been approved for 
payment. Many of the subjoined details interest 
auditing officers more than they do those wlio 
pay accounts, but the latter can not act intelli- 
gently unless they are advised in regard to such 
matters. This is the purpose of the accompany- 
ing regulations. 

Upon some roads the original voucher is used 
in paying by the treasurer. Upon other roads 
it is kept by the accounting oflBcer and a copy 
made for the treasurer, which the latter uses in 
paying. 

Again, upon some roads vouchers are made for 
traffic balances as well as for labor and material. 
Upon other roads such balances are certified to 
the accounting oflBcer or treasurer by subordi- 
nate oflBcials and payment made upon book ac- 
counts without an audited voucher. This latter 
is simpler and more expeditious. It permits bal- 
ances that accrue in favor of or against carriers 
to be drawn for immediately — a most desirable 
consummation, and one that is growing in favor. 
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A TOncber U a certificate of indebtedneee ieeued by ttie com- 
pany, giving the name and residence of tbe payee, the partioalai's 
of the daim, and the amount thereof. 

Eacb Toncher should recite the name and addreee of the 
payee and sliould give a detailed statement of Uie purpose for 
wbicli it Ih made. an<l the date and amount. It shonld be num- 
bered and should show upon its face, or in the place desig- 
nated under the filing, the account or accounts to which it ie 
chargeable. 

Papers or cor reapon dene* that belong to or are in any way 
necessary to explain the reuHonableneee or authenticity of a 
voucher should be attached to it. Tbe facts in relation to it 
should be explained, either upon its face or in the papers that 
acoompuiy IL 




Vonchers for material should give the items In detail, and tbe 
prices for each, the date of purchase being Bpcinfied. 

Vouchers for labor should contain a statement of the time 
worked, tbe place, rate, month and date. 

Vouchers for expenses should give each itent, date and plaoe 
BO far as poRsihle. 

In paying A-oocher^ It i*' not always convenient or practicable 
to read the papers attaclied;* conseqaeutly transfer orders may 
be overlooked, unless a notation ie made on the back of tbe 
voucher calling attention 1* them. In tbe event, therefore, that 
an order is nttacbed. mjiking a voucher payable to some one.dw. 



'When payment ie made on the original vonober all tite 
paperH connected with it are attached for purposes of presBTva- 
tion and easy reference, and as an evidence of the authenticity of 
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the fact should be noted by the person making the voucher on 
the back thereof under the filing. 

Vouchers should, so far as possible, be charged on the books 
in the month in which the debt is incurred. 

Errors in name or initials of payee, place of residence, descrip- 
tion of claim or amount thereof, cause much inconvenience, and 
are the occasion of expense and delay in the payment of an ac- 
count. They are also liable to involve the company in loss if 
not discovered and corrected in time. Mistakes of this kind are 
frequently the result of ignorance or inadvertence upon the part 
of the maker of the voucher, but more often the result of care- 
lessness. It is highly important, therefore, that especial care 
should be exercised in making vouchers to see that the name 
of the payee, as given, is technically correct, and, if necessary, 
vouchers should be withheld by the maker until satisfactory in- 
quiries in this respect can be made. 

CLAIMS OF AGENTS AGAINST A COMPANY — INDEM- 
NIFYING VOUCHERS. 

In the discharge of business it is unavoidable 
that the books of a company should become 
more or less clogged with fictitious charges 
against agents, from which they should be re- 
lieved. 

There are many charges made against agents 
which they are unable to collect and which, in 
some cases, they are not expected to collect. 
Charges accrue on property that is never called 
for; that is lost, miscarried or refused by con- 
signees; on goods burned or otherwise destroyed; 
on company's fuel and material; on account of 
debts collectible, not by the agent but by the 
treasurer or other officer of the company; moneys 
paid by agents on account of the company to be 
reimbursed by voucher; errors and rebates; 
balances standing against agents on account of 
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fires or robberies for which relief is to be ex- 
tended; also on other accounts. 

The manner in which relief is granted is not 
material so that it is expeditious and under well 
devised regulations. 

Upon some roads agents remit statements of 
uncollectible charges (such as those enumerated), 
to the treasurer as cash. Upon others they re- 
main in the agent's account until a relief 
voucher is made. 

The accompanying rules and regulations are 
based on the last named practice and assign the 
duty of making the voucher to the officer inter- 
ested and qualified, in order that it may be done 
intelligently and that duplication of accounts 
may be av^oided. This last is certain to occur if 
not provided against. 

Charges for which agents should have relief 
should never be allowed to remain in their ac- 
counts a moment longer than is necessary; to do 
so is to create laxity. 

It frequently occurs that relief is not afforded as 
quickly as it should be because of lack of clerical 
force. This is a weak excuse and never justifi- 
able under any circumstances. There is no rail- 
road so poor that it can afford to neglect routine 
work of this kind, because for every dollar it saves 
in clerk hire it will lose fifty in other directions. 

The practice of allowing agents to secure re- 
lief by remitting statements to the treasurer as 
cash is a good one in many respects, bat bad in 
others. My experience has been that it is better 
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and safer to leave the charjj;e against the agent 
until it can be examined by the officer in whose 
department it arises, and a voucher can be made. 
It takes weeks or months to make this exami- 
nation, but until the work is accomplished the 
charge should remain in the accounts of the 
agent in interest, whose duty it always Is to prove 
its authenticity; this responsibility compels him 
to preserve an authentic record; a matter of the 
greatest consequence and value. 




Vouohera relieving agenta of uharges on company's maMrial. 
and in other cases when charges arc not collectible by them, or 
relief Is necessary, should be made as follows, viz. : 
By the purchasing agent: 

For charges paid to other lines by agents at junctloii 
points on supplies for a company when the charges are 
not billed forward with the freiglit. No advances should 
be made to connecting lines for charges on inat«rial for a 
company except under regulations prescribed by the 
purchasing agent, or such other ofBcer as may be desig- 
nated to perform this duty.* 



that must he followed in order to ascertain if a claim la In ac- 
cordance with the accounts of the company, and the record of 
the same that must be made in order to prevent duplication, 
will, however, be practiually the same in all cases. 
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The purchasing agent should also make relief vouchers for local 
charges (if any) on supplies belonging to a company or 
proprietary road. The freight bills or statements of bill- 
ing for such charges should, however, be forwarded to 
the freight auditor to be examined, and if nei^ssary cor- 
rected; when this work is completed they should be re- 
turned to the purchasing agent, who will make the voucher. 

Relief vouchers should be made by the accounting officer in 
the following cases : 

For charges which the company assumes or collects at 
headquarters on freight for contractors ; for charges on 
coal appropriated by the company or refused by con- 
signees and used by the company ;* for charges on gov- 
ernment property collectible at headquarters ; for amounts 
paid byasrentsto protect bills of lading; for switching 
charges paid other lines when the amounts are not billed 
forward with the freight; for amounts paid to connecting 
lines, stock yard companies and other corporations, for 
weighing and transferring cars, in those cases when 
amounts are not billed forward ; for transfer, teaming and 
other charges, at junctions and elsewhere, when charges 
are not billed forward with the freight; for car service 
and miscellaneous charges for which the agent does not 
collect, but accounts to the company through returns; for 
way bills and other amounts improperly charged agents 
for which they are not responsible. 

Relief vouchers are made by the general claim agent for : 

Charges on freight refused by consignees, or lost, burned 
or destroyed while in possession of the company. 
Freight bills or statements of billing for such charges 
should be forwarded to the freight auditor (by the claim 
agent), who, after examining and correcting the same, 
should, without delay, return them to the claim agent. 

By the ticket auditor : 

Relief vouchers for errors or omissions upon the part of 
agents and conductors in connection with the sale or hand- 
ling of tickets or fares for which relief should be granted ; 
for amounts improperly charged agents or for which they 
are not responsible, on account of extra baggage. 

♦Upon receipt of the freight bills or statements of billing for 
these charges, the freight auditor should furnish the purchasing 
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By the division superintendent: 

This officer makes vouchers for the relief of agents (when 
in his judgment it is proper to do so) for money stolen 
or destroyed by destruction of office by fire or otherwise ; 
also to relieve agents for petty payments they have beei 
authorized to make for feeding or care of delayed or in- 
jured stock, or to meet emergencies at stations.* 
The foregoing division of work in connection with the making 
of relief vouchers presupposes an arbitrary arrangement. This 
arrangement will not always be the same. Where it differs from 
the foregoing, the particular officer whose duty it is to make the 
relief voucher should be looked to instead of the one specified. 
Agents should forward receipted bills or statements of billing, 
or both, as may be required, with freight claims.f 

It is desirable that relief vouchers should be made early in 
the succeeding month, so that they may be audited prior to the 
closing of the accounts. 

In the event of delay in receiving relief vouchers, agents 
should write the official interested, 

No relief voucher, it may be said, should be made in favor of 
an agent on account of freight, ticket or other business without 
first referring tlie claim to the proper accounting officer for the 
purpose of ascertaining definitely whether the charge has actually 
been made against the agent or not on the books of the com- 
pany. The same rule holds good in regard to vouchers to re- 
refund amounts to shippers and others on account of sums said 
to have been paid to the company. It is only by reference to the 
books that it is possible to determine whether a charge is bona 
fide or not. If an amount is to be refunded on account of car 
service the matter should first be referred to the freight auditor 



agent with a statement of local and advanced charges, separately, 
for use in settling with owners. 

* This, however, does not imply or justify any general de- 
parture from the rules requiring that payments shall only be 
made in due course on approved and audited vouchers. Generally 
speaking, those whom a company owes should wait until vouchers 
can be passed in their favor. This should not require more than a 
few days at most. 

t When relief vouchers are required in connection with these 
claims the freight bills or statements of billing should be for- 
warded to headquarters on the last day of the month. The in- 
formation is required, in naany cases, in settling with owners of 
goods, contractors, etc. 
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to ascertain whether there has ever been anytbiii); charged for 
car service; the s^tiue rule is to lie observcil ivi refrard to clalnis 
arigiog in the passenger department, and in other brancbeeof the 
service. 

When a relief voucher is made, a rotation to that effect 
should be e:!tered on the records and papers conueuted therewith 
(especially llie freight bill) so as to preveut duplicate payments. 

PAYMENT OF VOUCHERS BY AGENTS. 

The mechanical duty of paying the bills and 
accouats that accrue along the line of a road in 
counectioQ with its operation should be super- 




vised by some particular official so as to prevent 
confusion or irregularity. This is the general 
custom and is a wise one. 

Some officer is designated who is authorized to 
give instructions in I'egard to the settlement of 
accounts that should be paid. 

But practices observed by railroads in regard 
to payment of \ouchers vary greatly, as they do 
in everything else. 

Many roads pay upon a copy of the otigiaal 
voucher, sending the copy voucher to the person 
in whose favor it is made, who deposits it in a 
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bank or with an express company the same as he 
would a check or draft. 

Some companies pay their vouchers altogether 
by check. 

Some pay partly by check; partly by currency; 
partly through agents; partly by using the 
voucher as a draft. 

Vouchers payable at stations and clearly with- 
in the ability of the agent to meet without hold- 
ing his receipts, may be sent directly to him to 
be paid in currency and remitted as cash after- 
ward; if the amount is too large a check may be 
sent, or the voucher itself may be used as a draft. 

With this explanation the following rules and 
regulations will be understood: 

Vouchers are required to be approved by the proper officer 
before being paid. 

In order to systematize payments they are made directly from 
the office of the treasurer or under his direction. 

Before paying a voucher the payee should be called upon to 
state specifically the amount and nature of his claim. His ability 
to do so will serve in a measure to identify him, and is, moreover, 
corroborative evidence of the correctness of the account. It 
will, in addition, enable the company, without the knowledge of 
the payee, to correct any mistake that may have occurred in 
auditing, whereby too much may have been allowed, either 
through duplication of the account or otherwise. 

Vouchers payable at or near an agency are, in many instances, 
sent to the agent to pay in currency. When the amount is large, 
or beyond the ability of the agent to pay out of the receipts for 
one da}', the funds should be sent with the bill. If, however, an 
agent is inadvertently asked to pay a voucher from the proceeds 
of his station that can not be done without holding his cash (and 
thus discontinuing his remittances), he should advise the treas- 
urer of the facts in the case and await his instructions before 
attempting to accumulate the amount necessary to pay the 
account. 

8 
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Vouchers should be receipted by the person or persons to 
whom they are payable, or by some one known by the agent to 
be authorized to collect the amount and receipt therefor. In 
paying vouchers to persons holding orders, jigents will see that 
vouchers are receipted by the person or persons to whom the 
order is payable, attaching the order to the voucher in every case. 

Agents are held responsible for vouchers paid to unauthor- 
ized persons. 

It will sometimes be necessary for the treasurer to pay money 
to an attorney or other agent of a compan}' to enable sucli attor- 
ney or agent to satisfy a claim decreed by the courts, or other- 
wise. In such cases the disbursing officer should take the re- 
ceii)t of the attorney or agent for the money. Tliis, however, is 
merely preliminary. When the nioney is finally paid by the 
attorney or agent to the person or persons to wliom it belongs, 
a receipt therefor should be taken. This receipt should be filed 
with the one already rendered the treasurer by the attorney or 
agent. When a receipt from the person or persons to whom the 
money is finally paid can not be secured, as sometimes occurs 
when money is paid to the officers of the courts, then all the 
facts connected with the payment should be recounted and 
placed on file in lieu of a receipt. 

When the payee of a voucher can not write the agent or cash- 
ier who pays it can not act as a witness. 

When duplicate receipts are attached to a voucher they should 
be receipted, dated and returned with the voucher. 

Agents should not permit papers attached to vouchers to be 
detached. Such papers are necessary to their completeness, and 
should not, therefore, be disturbed. These papers are, more- 
over, as a rule, confidential in their nature, and should not be 
inspected or read by payee of voucher, except when attached 
for his information. 

After paying a voucher, agents should stamp it in a plain, leg- 
ible manner (on the same date) with the station stamp, directly 
under the filing on the back of the voucher. This will indicate 
the agent by whom it was paid, particulars, etc. 

In the event a voucher or check is lost, the company will 
require a good and sufficient bond of indemnity to be filed by 
the party in fault before issuing a duplicate. Great care should 
therefore be taken to protect vouchers and checks.* 

* For form of bond, see Form 20, Appendix E, volume ''P'iscal 
Affairs, Disbursements." 



116 f!CIE\CE OF HAIL \VA YS: 




Carriage in New Zealand. 



A GENTS AND COND UC TORS. 1 17 

No unaudited voucher or account should be paid except upon 
the express authority of the treasurer. He will not exercise 
this authority, except in extreme cases, to meet emergencies of 
business. 

Great trouble and risk are sometimes experienced in the 
payment of vouchers in consequence of their not being made 
in favor of the right person or persons. In some instances the 
initials of the payee are wron^; more often, however, the 
name is given incorrectly; in case of corporations and firms, 
names ars transposed, or the vouchers are made in the name 
of individuals. When an error of this kind is discovered, pay- 
ment should be stopped until the voucher can be corrected. 

Money should never be paid except to the person or persons 
named in the instrument. 

When it is found that an error has been made in the 
amount or name of the payee of a voucher or check sent to 
an agent to be paid, such voucher or check (or both) should 
be returned to the treasurer unpaid, with a statement of the 
facts in the case, so that the matter may be looked into and 
corrected. 

Under no circumstances is it permissible for an agent to 
change or deface a voucher or check in any way. 

If, for any reason, payment is not to be made to the person 
in whose name a voucher is made, the fact should be noted on 
the back of the bill underneath the filing, giving the reason 
therefor and the name of the person to whom the money is to be 
paid. This endorsement (except in the case of transfer orders 
attached) should be signed by the person or persons certifying 
the voucher and should be satisfactorj^ in everj'- respect to the 
treasurer, otherwise payment should be withheld awaiting ex- 
planation. 

In paying vouchers to persons holding orders, the order 
should be attached to the document in each instance, and the 
person holding it made to sign in lieu of the principal. But it 
should not be forgotten that companies are averse to accept- 
ing orders save for good and bona fide reasons. They prefer to 
treat directly with the principal. 

Cases will sometimes arise of such urgency as to require 
payment in advance of the auditing of a voucher to cover the 
same. When this is done the money thus advanced should be 
charged to the official of the company who receives and dis- 
burses it, but no payment should be made in advance of audit- 
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ing except under rules and refpilatlona eatabllBhed betorshand 
by the treasurer. 

In tbe event any portion of tbe money advanced under the 
foregoing rule la reconveyed into the treasury, it will of course 
be credited to the account charged. 

For Buch portion of the money as may be disbursed, a 
voucher should be made (by the ofBcial making the dleburse- 
ment) in favor of the person or persons to whom the money Is 
paid. The receipt of such person or persons should be attached 
to tb* voucher. 

Vouohere made on account of money advanced should be 
credited to the person charged with the advance. On the face 




of such vouchers there should be noted (by the person making 
them) tbe fact that they have been paid, giving the name of the 
person by whom paid. 

A similar notation shoultl be made on the back of the 
voucher, underneath the flilng. The notations should be plain 
and conspicuous, so as to prevent duplicate payment. 

CANCELLATION OF VOnCHERS. 

While details connected with the cancellation 
of vouchers will difEer greatly, material things 
will be the same. 

Up to a certain time a voucher can be de- 
stroyed the same as any other unrecorded docu- 
ment, and a new one made or otherwise, as the 
case requires. 
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Bat after the books of a company are closed 
the voucher becomes necessary to substantiate 
the original entry and must be the basis for its 
cancellation. 

Like all matters connected with corporations, 
particular forms are not so important as it is 
that there should be a clear record of every 
transaction, so that there may be no doubt about 
the propriety of the action taken afterward. 

Here, as elsewhere, it is not only essential that 
an official should be honest, but that he should 
be able to prove it. This he can only do by the 
preservation of records. 

Up to the time the books are closed and the statement of au- 
dited bilis entered upon the ^neral books, any error in the 
amount of a voucher may be corrected or the voucher itself may 
be cancelled and withdrawn from the re^ster of vouchers by 
simply cancelling the entry on such register. Afterwanl such cor- 
rection is impossible. If an error has been made in the amount, the 
instrument must be formally cancelled and a new voucher made. 

>Vhen it is desired to cancel a voucher after the books are 
closed, it should be forwarded to the accounting officer, so that 
the cancellation mav be made on the books in due form. 

Vouchers requiring to be canceUed after the books are closed 
should never be destroyed, as they are required for filing. 

In the event it is necessary to cancel a voucher, the request 
therefor should be noted on the back underneath the filing with 
the reasons given. This should be signed officially. 

In case a new voucher is required, the person making the 
original should, if practicable, make the one to take its place. 

In cancelling vouchers, the amount should, of course, be cred- 
ited to the account originally charged. 

OERTIFCATES OF WAGES (TIME TICKETS). 

Some companies do not issue certificates of 
wages or time tickets under any circumstances 
when men leave the service; they simply notify 
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the paymaster, specifying the amount due, name 
of person and other necessary particuhirs. In 
some cases no notice whatever is given, payment 
being left until the usual time. 

It is important for various reasons that the 
issuing of time tickets should be restricted as 
much as possible. 

Those who work for corporations should be re- 
quired, so far as possible, to pei*sonally appear 
before the paymaster and secure their wages. 
No safeguard that can be thrown around the 
payment of wages is as satisfactory as this. 

It is not practicable in all cases for men to wait 
until the paymaster can pay them; it would en- 
tail too much hardship — would be unjust, in fact. 
Therefore certificates of wages are issued when 
the circumstances of the case require. 

The method of issuing certificates is dependent 
upon circumstances, as is apparent from the ac- 
companying rules and regulations. 

In some cases certificates are issued for the full 
amount of wages, in others only for a part. 

In some cases no certificate can be issued until 
the affairs of the retiring employe have been au- 
dited. 

In every case the interests of the company 
must be protected. This is a sine qua non — the 
first consideration. 

The accompanying rules and regulations con- 
template the issuing of time tickets under cer- 
tain conditions to those who leave before or at 
the end of the month. 



I2i saiEXOE or bailways; 

A time ticket should not, however, be issued 
after the pay roll for the month has gone for- 
ward, as the pay roll must be marked "Time' 
given" in orilor to prevent payment on both the 
time ticket an 1 the roll. In such c:ises a ticket 
can only be issued after the ersou having f 




sion of the pay roll has noted on its face that a 
certificate has been issued. 

The purpose of the accompanying rules and 
refjulations i.s to prevent errors, omissions and 
irregularities, and, so far as possible, facilitate 
the prompt payment of wages. They are the re- 
sult of many yeaiV practical experience. They 
have grown little by little. Like the time ticket 
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(certificate) of which they are a part, while appar- 
ently simple they are really complex. 

It would seem, superficially, to be an easy mat- 
ter to devise a time ticket that would be satis- 
factory. Yet the time ticket that accompanies 
these regulations is the result of thirty years of 
change and experiment, and no two forms gotten 
up in that period have been exactly alike — each 
issue being changed according to the suggestions 
afforded by the use of the preceding one. 

Thus perfected systems grow. 

In connection with the issuing of time tickets 
the utmost circumspection should be used. Those 
who sign and countersign them should know per- 
sonally that the men in whose favor they are 
made have worked as stated. Their action should 
be responsible and concurrent, so as to establish 
the authenticity of the transaction beyond the 
question of a doubt. 

No time ticket or voucher can be accepted as 
authentic about which there is suspicion or doubt; 
in every such case the document should be held 
until the matter can be investigated. In all cases 
of doubt the company should have the benefit 
of it. 

A time ticket* is a certificate of wages due the person in whose 
favor it is made. 

The utmost circumspection is required to be exercised in is- 
suing them. The same care, in fact, that is exercised in issuing 
a check, or making payment in any other manner. 

In no case should a time ticket be signed or countersigned 
until the persons who perform the duty have assured themselves 

* For time ticket see Form No. 17, Appendix E. volume "Fiscal 
Affairs, Disbursements.** 
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He should in such instances di^inand th-it the request for the 
ticket be aigned by ttic person itnmediately reHponeible for the 
labor, and counts rsij^ned by the person who kept the time. This 
request should be preserved, as it forms the basis upou which 
the ticket is issued, and may he required at any time to verify 
the same. 

Requests for the i<isuaDce of time tickets should not be made 
except in estreme cases; it is desired that the time ticlcet itself 
should be iiseil. Thus, in the event It is necessary to issue a time 
ticket at a station, a blank ticket should be used. It should be 
countersigned by the agent and his timekeeper as well. After- 
ward it should be sent to the superintendent or official who 
makes the roll, to be signed by him and recorded. 

It is a duty of the stationery storekeeper to furnish blank 
time tickets to such agents and others as have occasion to use 
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them. They should not be furnished promiscuously, but only 
to those who have employes coining and going who must be 
paid when they leave the riervice. At other places blank time 
tickets should be furnished only when occasion to use them 
arises. 

Requisitions on the stationery storekeeper for blank tickets 
should be approved by a responsible officer before being honored. 

A record should te kept by the stationery storekeeper of the 
persons to whom blank time tickets are issued.* 

■ Superintendents of divisions, civil engineers and others re- 
uponslblc for labor, who sign time tickets for employee scattered 
aloni; tiie line, may furnish blank time tickets for the use of 
their subordinates as required. But In every case they should 
keep a record of each blank Issued, to prevent Improper use and 
to prevent a ticket being paid without a record being made 
on Ute pay roll of its issuance. 
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Time tickets should be numbered consecutively by the 
printer, and no two tickets should bear the same number. 

A time ticket should not be issued except to those who have 
left the service of the company or who have been transferred to 
another division of the road. 

In order to minimize the risk, no time ticket should be issued 
for a sum exceeding one hundred and fifty dollars. 

The time ticket should show the name of the employe, the 
time worked, rate, occupation, place and amount. 

The reason for issuing a time ticket should be stated on the 
face thereof; thus, if the payee is no longer in the employ of the 
company, it should read, "Left the service.'' If he has been 
detailed to another division, it should be marked, '* Transferred 
to blank division,'' and so on. 

In order to enforce responsibility and insure the preserva- 
tion of the record of each ticket issued (and proper notation on 
the pay roll opposite the employe's name), it is required that 
each ticket shall be signed by the officer in whose department the 
employe works. 

It should be countersigned by the timekeeper. 

Tickets issued at shops should be signed by the official in 
charge or his deputy, and should be countersigned by the store- 
keeper. 

Tickets issued to employes at stations, upon trains and in 
connection with the track and bridge and building service should 
be signed by the official who makes the pay roll for such forces, 
and should be countersigned by the person or persons who 
keep account of the time and make return thereof. 

When a time ticket is given, the persons issuing it should mark 
on the pay roll " Time given," opposite the name of the person 
♦to whom the ticket is issued. If the pay roll has been sent for- 
ward, a ticket should not be issued until permission has been 
received from the treasurer or paymaster. It is the duty of 
these officers in such cases to see that the roll is marked. 

Neglect to carry out the foregoing particulars entails personal 
responsibility for any loss a company may suffer. 

Notices to mark pay rolls should be accompanied by the name 
of the roll and the number of the employe. 

A time ticket should never be delivered to the payee until it 
is both signed and countersigned. When this precaution is dis- 
regarded the payee neglects in many instances to have the ticket 
perfected and is put to much delay and inconvenience in conse- 
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Quence, as no ticket can be paid where these formalities are not 
observed. If an emergency should arise rendering it necessary 
to disregard the rule in respect to signatures, the ticket should 
be enclosed in an envelope, sealed and addressed to the person 
who is required to sign it, and the payee specifically directed 
to go to such person and obtain his signature, otherwise payment 
will be refused. Such an emergency will sometimes arise, it is 
proper to say, when the persons who sign are located at different 
points and the necessary signature can not otherwise be procured 
without greatly inconveniencing the payee. In all ordinary 
cases, and where the parties are located near each other, all the 
signatures should be attached to the ticket before it is deliv- 
ered. 

In filling up a time ticket ink should be used or other ma- 
terial impossible to be changed or cancelled without detection. 

The time ticket should be filled up in exact accordance with 
the requirements of the blank. 

No alterations or erasures should be made on the face of a 
time ticket. When an error or inaccuracy occurs which necessi- 
tates an alteration or erasure, the ticket should be cancelled by 
being punched and the signatures destroyed. The ticket thus 
destroyed should be left in the book in its proper place. 

A time ticket should never contain the name of more than 
one person, i. e., a time ticket should be made for each person, 
except as provided for below. 

When a large number of men leaves the service in a body, in- 
volving the labor of making a considerable number of tickets, 
the pay roll blank of the company may be substituted, but an im- 
pression copy should be retained in every case. This form per- 
mits the insertion of a large number of names on each sheet. 
When used in this connection it is a time ticket to all intents 
and purposes and will be governed by the same conditions. The 
names and other particulars should be entered in appropriate 
places, and a receipt taken of the payee in each instance in the 
column provided opposite the name. Rolls thus paid should be 
stamped by the agent or person paying them on the date they are 
paid. When men are paid in this manner on rolls, amounts in- 
tended to be deducted from their wages should be entered in 
the column "Paid on account."* 

* There are many different forms of pay rolls. The one I 
give is very simple. It contemplates payment being made 
directly to the employe by a paymaster. See Volume IX. 

9 
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Time tickets can only be given to tiie payee In person', and 
must t>e presented pergonally by liirn for payment 

Time tickets can not t>e Issued for the wages of deueased em- 
ployes except under direotiou of an authorized offlcer of tbe 
company, ^nerally the attorney. In sueh cases receipts should 
lie made to couforni to the facta, otherwise the transaction is 
not valid and the company may be called upon to pay a second 
time. 




Similarly, time tickets can not be frivea to persons 
whose pay has been garnished except under the authority 
of the proper otflcer. In such cases tbe matter is iti the hands of 
thecourt, and nothing can be done until it is decided to whom 
the wajjes belong. 

Nor can time tickets be issued to anyone whose pay is for any 
reason withheld. 

When employes are traosferred from one division to another 
a time ticket may be given, under the rules, at date of tr&DSfer, 
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for wages due to that time. The wages of employes transferred 
should be computed (on the division to which they are trans- 
ferred) only from the date of transfer. 

When an employe leaves the service before the pay roll has 
been sent forward to headquarters, a time ticket may be given 
him (under the rules) for the amount payable to him at that 
time. 

Before issuing a time ticket, care should be taken to see 
that the amount of any order which may have been given the 
company, or in which it is interested, or for which it is respon- 
sible, or for which the payee is properly responsible, is first 
deducted. In such cases, the amount of the deduction should 
be noted on the time ticket, also on the pay roll. 

Every precaution should be adopted to prevent overpayment. 

Whenever anyone who handles the funds, stores or other 
property of the company, leaves its service, such portion of their 
pay should be retained until their accounts can be audited as 
may be necessary to protect the company. 

When the accounts of such persons have been audited, it is 
the duty of the proper ofiicials to see that any balance of pay to 
their credit is remitted to them as soon thereafter as possible, 
unless there should be some reason for withholding the amount 
still further. In the majority of cases the withholding of any 
portion of the wages of an employe causes him inconvenience, 
and is sometimes a severe hardship. Unnecessary delay should 
not, therefore, under any circumstances, attend payment. 

When an agent leaves the service, or is transferred to another 
division, a time ticket may be sent to the traveling auditor 
making the transfer, for wages due the retiring agent, except the 
amount to be withheld awaiting final audit of his accounts.* If 
the traveling auditor finds the affairs of the agent to be satis- 
factory, he should deliver the time ticket to him; otherwise he 
will note across its face, " To be credited in account," and remit it 
to the treasurer to be credited to the agent pending settlement 
of his accounts.t 

The whole or a portion of the pay of a conductor who leaves 
the service should be withheld until his accounts are examined 
and balanced and the property in his possession turned over to 

♦ Say $25. 

t No portion of the wages of a retiring employe should be 
paid if there is any reason to suppose his accounts are not what 
they should be. 
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the company. No conductor should be paid by time ticket or 
otherwise (or at most only a part) until advice has been received 
from the proper officer that the property in the conductor's pos- 
session has been accounted for, and his accounts balanced. As 
soon as the auditing officer has completed his investigations he 
should forthwith send notice to the treasurer of the disposition 
to be made of the wages of the conductor.* 

In order further to prevent misunderstanding or loss to a 
company, everyone who handles its funds or securities should be 
required to sign an agreement permitting the company to with- 
hold his pay, or any portion thereof, upon his leaving its 
service, until his accounts can be audited and his indebted- 
ness accurately determined. The form of agreement should be 
as follows, viz. : 

*' It is hereby agreed that in case the employe whose name is attached 
hereto shall quit the service of blank company or be discharged therefrom, 
the said company shall have the right to withhold any sum which may be 
due him until after his accounts have been examined and audited, and in all 
cases until the regular pay day of the company." 

[Note. — For further particulars in regard to handling cer- 
tificates of wages (time tickets) the reader is referred to the 
volume "Fiscal Aft'airs, Disbursements."" The matter I em- 
brace here particularly interests agents, who are called upon 
constantly to handle these documents. It therefore finds a fit- 
ting place at this time in connection with the duties and respon- 
sibilities of agents in connection with the payment of money.] 

CERTIFICATES OF WAGES — (CONTINUED.) 

Where a large number of men is employed, a written requestf 
is given by the foreman to the person to whom it is desired to 
issue a time ticket. This request should be presented by the 
payee to the person whose duty it is to make the ticket. After 
the request has been filled it should be cancelled and the date of 
the issue of the time ticket noted in ink across its face. It 
should then be filed away for convenient use and reference. 

* When a time ticket is issued for a part of the pay of an 
agent or conductor, as indicated above, the roll should be marked : 

"Time ticket issued for ," noting the sum. In reference to 

the balance of pay due, the roll should be marked : " Hold balance 
pending settlement of account." 

t See Form No. 16, Appendix E, of volume "Fiscal Aff*airs, 
Disbursements." 
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The form of request is also designed for agents and similar 
employes who are required to make requisition on the superin- 
tendent or other officer for a time ticket. 

It is desired, however, that the time ticket itself shall, when- 
ever practicable, be used in such cases. AAlien the time ticket is 
used it should be filled up in due form an I countersigned by the 
agent, conductor, roadmaster, or other person or persons who 
keep the time or are responsible therefor. The ticket thus made 
and countersigned should be forwarded by express or other 
secure means to the official who is to sign it. When signed by 
the latter, and the record of its issuance made, it should be re- 
turned to the person issuing. 

PAYMENT OF CERTICATES OF WAGES. 

Upon some lines wages are required to be paid 
wholly by the treasurer or paymaster. 

Upon other lines there is greater flexibility in 
order to lessen work and facilitate business; thus 
agents are allowed to pay those disqharged in 
their immediate vicinity upon properly authen- 
ticated certificates. Such certificates as are 
presented at the office of the paymaster are of 
course paid by him. Those presented at the of- 
fice of the treasurer are paid by him. All certif- 
icates thus paid are finally collected in a partic- 
ular office, that of the treasurer or paymaster. 

It is desirable in the payment of wages to facil- 
itate the work as much as possible; to occasion 
payees the minimum of inconvenience. In pur- 
suance of this it will be found convenient to 
have agents pay time tickets in currency when 
properly signed and countersigned, when the 
payee is properly identified. If an agent is under 
bond he may be entrusted with the duty of mak- 
ing payments of this nature that come before him. 
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The holders of time tickets when near the 
headquarters of a company should be required to 
go there to get their money; at remote points 
they should go to the agent. 

Payments should, however, all be carried on 
under the direction of the treasurer and paymas- 
ter. 

Regulations governing the payment of wages 
require to be very circumspect; to take account 
of minute things; otherwise irregularities will 
certainly occur sooner or later. 

One of the greatest securities that a corpora- 
tion has in the payment of wages is to require 
that they shall be paid to the person who earned 
them; to the original party in interest, and in 
the case of time tickets that they shall be paid 
to the person to whom they were given in the 
first instance, and that such tickets shall not be 
negotiable or transferable. 

Time tickets should be honored only by the 
company, and should be entirely within its con- 
trol. Banks should not be allowed to trade in 
them or buy them, and in order to prevent 
those who own them from being compelled to 
suffer a discount in collecting the utmost facil- 
ity consistent with safe practice should be af- 
forded by the company through its agents. 

No greater scandal can attach to a company 
than to have its certificates of wages traded in 
by banks and hucksters; to have it said that em- 
ployes are compelled to suffer a discount in 
order to get their money. 
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Everyone to wnom wages are due should be 
afforded such facility in collecting the same as 
to render it unnecessary for him to sell his time 
or to lose any portion thereof in collecting. 

The subjoined rules and regulations are in- 
tended to systematize the paying of time tick- 
ets; to prevent confusion or loss through igno- 
rance, inadvertence or otherwise. They are also 
intended to secure the payment of wages to those 
who leave the service of a company without 
delay. The interests of a company, quite as 
much as the convenience of the man, are ad- 
vanced thereby. The sooner an employe re- 
ceives his wages after leaving the service the 
better for him and for the service.* 

Time tickets issued in accordance with the regulations gov- 
erning such matters should be paid (under the rules) by agents 
and other authorized officials after proper endorsement, if pre- 
sented by the person in whose name they are made, and not 
otherwise. 

Agents should only pay time tickets issued by authorized offi- 
cials having jurisdiction over the division upon which their sta- 
tion is located, unless special requisition is made upon them to 
do so by a responsible official. 

The same care should be exercised, so far as possible, in the 
payment of time tickets that is enforced by banks and other insti- 
tutions in the payment of checks, drafts and similar evidences 
of debt. 

The person who pays a ticket should be assured in every in- 
stance that it has been issued by authorized officials. 

Paymasters and agents are not authorized to pay time tickets 
unless the documents are properly filled out and authenticated. 
No irregularities attending their issue or use can, it is apparent, 
be overlooked. 



* The question of the payment of employes receives further 
consideration in Book 2 of the volume "General Fiscal Affairs." 
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As the regulations under whicb time tickets are made by a 
company can not be known except to its authorized officials, it 
is impossible that they should be purchased or negotiated by 
others without risk. For these and other reasons they should, 
therefore, not be paid except to the person in whose favor they 
are drawn. This fact should be plainly printed on the face of 
each ticket. They will not then be valid except in the hands of 
the employe to whom issued. 

When a time ticket is presented for payment, the person pay- 
ing the same should require it to be endorsed by the person pre- 
senting it. If the endorsement conforms to the signature of the 
payee written at the time the ticket was delivered to him, it will 
afford corroborative evidence that the ticket is presented by the 
proper person. If the payee can not write, he should be re- 
quired to make his mark, which mark should be witnessed by 
some disinterested and responsible person before the ticket is 
paid.* 

The endorsement of the payee on the back of a ticket, as pro- 
vided for, is a sufficient receipt for the payment thereof. 

Because of the fact that the purchase of the pay of employes 
or the discounting of the same is demoralizing to the service, 
such practices are universally frowned upon by railroad compa- 
nies. For these reasons no one in the service of a company 
is permitted to buy or trade in the pay of other employes. 

Wages of deceased employes can only be paid upon the order 
of the proper officer of the company. It is the duty of this 
officer to find out who are the beneficiaries of the deceased 
and cause the money to be paid to them. 

In the case of deceased agents and others who handle money or 
fill offices of trust, payment can not be made until their accounts 
have been finally audited. 

When agents are required to remit their total collections 
daily, they can not disregard such rule in order to hold collec- 
tions to meet the payment of time tickets and other evidences of 
debt. When a time ticket is presented that can not be paid with- 
out holding the cash, the holder of the ticket should be directed 
to some agent who can pay it, or the matter should be referred 
to the treasurer or paymaster for action. 

*The witnessing of the cross, as provided for, is not de- 
signed to be so much an identification of the payee as it is of 
the fact that the amount has been paid by the paymaster, or other 
agent of the company, in good faith. 
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When the receipts of a station are not likely to be sufficient 
to pay the wages of men leaving the service of tlie com- 
pany, payable at such station, the paymastei should be noti- 
fied in advance, so that funds may be provided to meet the 
emergency. 

Prompt payment of time tickets is especially desired, and 
all who hold them should be requested to present them without 
delay for payment, and every reasonable and proper facility 
should be extended to those who hold them to get their pay. 

It is desirable that men who leave the service of a company 
(on whose account time tickets are issued) should be paid with- 
out delay on the division where they worked. 

Time tickets issued in the vicinity of the offices of the treas- 
erer or paymaster (and in other eases when practicable and con- 
venient) should be presented for payment directly at such 
offices, by the persons in whot»e name they are drawn. 

Whenever discharged men are scut to headquarters or else- 
where for their pay, they should be furnished with specific in- 
structions as to where thay are to get their pay. of whom, 
amount, etc. 

It should be remembered that the person who pays a time 
ticket can not act as a witness to the endorsement thereon. 

When there is a deduction for any reason from the amount 
due the payee, only the net amount should he paid. Any amount 
that may be due by payee for board, or for any other purpose 
(as i)er deduction on time ticket), should, in the absence of In- 
structions to the contrary, be settled directly by the paymaster 
or treasurer. 

After a time ticket has been paid by an agent It should be 
stamped with the station stamp on its face, also on its back, un- 
derneath the endorsement of the payee. It should then be sent 
forward. 

In order to avoid loss, agents and others who pay time tickets 
are required to keep themselves advised in regard to those who 
are authorized to issue the same, the names that should be at- 
tached, and such other particulars as may be necessary. 

In order to further this purpose, division superintendents 
should notify agents in writing of the names of persons who are 
authorized to sign time tickets for their respective divisions. 

In the event an employe whose pay is garnished should be 
given a time ticket through mistake, such time ticket should 
not be paid ; but the person to whom it is presented for payment 
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should write the word " Garnished" across the face of such ticket, 
and then return it to the official who signed it. 

In no case should wages be paid en the roll where a time 
ticket has been given, without the presentation of such ticket, 
unless it has been duly and properly cancelled. 

Time tickets are made invalid if not presented for payment 
within thirty days from their date. This fact is printed on the 
face of each blank. The provision is designed to hasten their 
presentation. 

In the event a time ticket is presented that has expired by 
limitation as provided in the preceding paragraph, notice of the 
fact should forthwith be sent to the paymaster, giving him the 
name of the payee, his present address, the kind of service per- 
formed for which the ticket was issued, amount due the payee 
and the names of the persons issuing and countersigning the 
ticket and the date of issuance thereof. But the ticket should 
not be paid without a special order. The discretion of the pay- 
master and treasurer in such cases is unrestricted. 

In the event a time ticket is lost, notice should be issued 
forthwith (by the official who signed it) to all agents and officials 
authorized to pay the same, directing payment to be stopped. 
As it is extremely difficult and inconvenient to keep a record of 
documents of this kind, and as the danger is always great that 
they may be paid inadvertently, the utmost care should betaken 
to prevent loss. In furtherance of this they should be forwarded 
by express, or in some other way equallj^ secure, when being 
sent back and forth on the line. When a time ticket is lost, 
the person losing it is required to file with the treasurer a 
good and sufficient bond of indemnitj- before a duplicate can be 
issued.* 

It should be kept in mind by those who pay time tickets 
that no one except the person in whose name a time ticket is 
drawn is authorized to endorse the same, unless he does it as an 
administrator, legal guardian, or possesses a power of attorney, 
in which case the authority should be securely attached to the 
ticket. Any endorsement of a ticket by an unauthorized person 
is fraudulent and renders the person making it liable to prose- 
cution. No credit can be allowed for paying such a ticket.t 

* See Form No. 20, Appendix E, of volume " Fiscal Affairs, Dis- 
bursements."' 

fThis rule applies also to vouchers, drafts, checks and other 
instruments requiring the receipt or endorsement of the payee. 
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CANCELLATION OF CERTIFICATES OF WAGES. 

While it may not be as difficult to cancel a 
time ticket as it is a voucher, nevertheless cer- 
tain forms must be observed in order that a 
company may be certain that the ticket is can- 
celled and that payment may be made afterward 
in the usual way if necessary. 

Various causes arise necessitating the cancel- 
lation of time tickets. The most common are 
those cases where the payee does not present 
himself to claim the ticket. Time tickets thus 
uncalled for, if not paid within a certain time 
should be cancelled. The manner of doing this 
is hereafter described. 

Those who are given time tickets should be 
asked to present the same for payment without 
delay. It is desirable on many accounts not to 
have tickets outstanding. The prompt collection 
of a time ticket, like the prompt collection of a 
check, is the safest course for the holder. 

In order to limit responsibility and for other necessary 
reasons, time tickets not paid within thirty days of their issuance 
are, according to the express terms of the instrument, made void. 
Therefore, when they remain in the hands of agents and others 
unpaid after the expiration of thirty days, they should be can- 
celled and forwarded to the paymaster. The form of cancella- 
tion should be by noting "Cancelled — not called for"' across the 
face of the document. This certification should be dated and 
signed by the person making it. 

Upon its receipt the paymaster should erase the words 
'*Time given" from the pay roll and note thereon the date the 
ticket was cancelled by him, as, say, "Time ticket cancelled 
July 10th, 1894.'^ He should furthermore mark across the face 
of the ticket "Cancelled July 10th, 1894/' and sign his name 
thereto. 
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He should then destroy the signatures to the ticket and forth- 
with return it to the person who made it. It is the duty of the 
latter to mal^e a notation on the records to that effect. 

Afterward, in the event the person in whose name the ticlcet 
was made calls for the same, he should be referred to the pay- 
master, who will adjust the account in the same way he does 
other unpaid wages. 

LETTERS OF ADVICE AND IDENTIFICATION. 

Details connected with the payment of wages 
are extremely varied and require special pro- 
vision to facilitate work. 

This is the case in connection with those who 
leave the employ of a company after the pay 
roll has been sent forward and when it is too late 
to make a time ticket. In such cases the re- 
tiring employe must await the usual day of pay- 
ment unless by some means he can draw his 
wages in advance. The accompanying reg- 
ulations are intended to do this without risk. 
In order to facilitate the purpose, a form called 
a "Letter of advice and identification " is used: 
first, to notify the paymaster in those cases where 
the pay roll has gone forward, that the bearer is 
entitled to his pay and should not be asked to 
wait until the usual day of payment; second, for 
the purpose of enabling the paymaster to iden- 
tify those who have wages due them who would 
not otherwise be able to secure identification.* 

The letter is never used when a time ticket has heen issued. 
It is of especial value in the case of laborers and others who 
have left the service and must be identified before being paid. 
It recites the name and number of employe and name of pay roll. 

* For form of letter of advice, with related documents, see 
Appendix E, volume ''Fiscal Affairs, Disbursements." 
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A letter should never be f^ven to a person whose pay, or any 
portion thereof, is to be withheld for any reason, unless the 
amount to be withheld is plainly noted thereon. 

A record should be kept of all letters issued. 

A letter should not be delivered to the payee until it is both 
signed and countersigned. The regulations governing time 
tickets in this connection should be observed. 

Whenever access to the pay roll can be secured, it should be 
marked " Letter given " before the letter of identification is de- 
livered to payee. In the event this is done, the fact should be 
duly certified in the place provided on the face of the letter. 

In giving a letter of identification, the officials signing and 
countersigning should require the person to whom it is given Jbo 
endorse his or her name on the back of said letter. This should 
be witinessed by some disinterested person known to the officers 
of the company ; neither the person signing or countersigning 
the letter can act as a witness. Afterward, when it is presented 
for payment, the disbursing officer should require that it shall be 
again endorsed by the person presenting it. If the two signa- 
tures are the same, it will aff*ord corroborative evidence of the 
identity of the party. If the payee can not write, he should 
make his mark, which mark should be witnessed as provided for. 

The holder of a letter should be advised that its loss will in** 
volve the loss of the amount, as it is made good to bearer. 

Letters should be presented by payee personally, as in other 
cases, whether endorsed by mark or otherwise. 

Letters should not be used except in the cases provided for. 

ORDER FOR WAGES DUE. 

As pointed out elsewhere, one of the greatest 
securities in the payment of wages is to require 
that they shall be paid to the person who earned 
them; to the original party in interest; never on 
orders. 

Everyone whose name is on the pay roll should appear per- 
sonally before the paymaster and claim his wages. There will 
be instances where this is impossible (in cases of sickness) or where 
it will entail hardship or suffering. When this is so, the paj'- 
master may, after assuring himself of the facts, deliver to a third 
party the wages of an employe upon receipt of a properly 

10 
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autoenticated order. In such cases the pay roll should be marked 
** Order given." 

In other cases the rule requiring everyone to appear person- 
ally before the paymaster should be rigidly adhered to. Excei>- 
tions will be in the case of watchmen who would lose necessary 
rest; those who are sick or unavoidably absent; those whose 
place of business is not visited by the paymaster; those whom 
he misses in his trip over the road. 

When it is impossible for an employe to present himself per- 
sonally before the paymaster to claim his wages, he should, when 
practicable, be paid by check. This renders the use of an order 
unnecessary. 

In the exceptional cases where it is necessary, or the interests 
of the company render it desirable to facilitate the issuing of an 
order by an employe, the officer immediately superior to the said 
employe should forward the order, with a statement of the 
facts by the paymaster, who will, after investigation, mark the 
pay roll ** Order given." 

Orders on the paymaster will not be recognized as negotiable 
paper, and no one in the service of the company should traffic in 
them. 

The exceptional circumstances under which orders are issued 
prevent their being recognized as commercial paper. Their issu- 
ance is not a matter that the company can control. It can not 
consequently guarantee their payment, nor assume any liability 
for them whatsoever. 

When an order is given it should be drawn on the blank pro- 
vided for that purpose. 

No order should be accepted or countersigned / by any officer 
or agent of the company, except the paymaster, and then only 
in the exceptional cases specified and after he has marked on the 
pay roll, opposite the person's name, " Order countersigned." 

GARNISHMENT OF WAGES. 

No matter how much care may be exercised 
by a company to avoid the entanglements that 
garnishment of the wages of employes entail, 
cases of this kind will arise. 

One of the principal purposes of rules and 
regulations in such cases is to secure prompt 
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notification of the garnishment being sent to the 
ofiScials of the company, so as to prevent the 
claim being paid after it is garnished, except by 
order of the court. In the event payment should 
be made through neglect of the company or its 
agents the company would be required to pay a 
second time. 

The purpose of the accompanying rules is to 
secure prompt notification and by concurrent 
action prevent the payment of wages except in 
due course. 

The subject is referred to further in connection 
with the payment of time tickets. 

Those who pay money on behalf of a company 
must inform themselves in regard to the regula- 
tions governing, whether published or not, lest 
they unintentionally involve themselves or their 
company in loss. 

Whenever legal process relating to the garnishment of the pay 
of employes is served upon an agent or other employe, notice of 
the fact should forthwith be sent by telegraph to the counsel or 
officer designated in such cases. The notice should state the oc- 
cupation of the defendant and whether married or single. A 
copy of the legal process should also be sent to the counsel by 
first train, giving the day and hour of service. A statement of 
the amount of judgment should also be sent to him as soon as 
rendered. 

Immediate notice of garnishments of the pay of employes 
should also be sent by employes to those whose duty it is to 
issue time tickets ; also to the paymaster, the division superin- 
tendent and defendant. 

In reference to legal proceedings against a company and the 
service of summonses or other legal papers upon employes, the 
following should be observed : 

Whenever a summons or legal paper is served upon an 
employe, it will be the duty of such employe to at once notify 
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the proper officer thereof by telegraph, and send him by first 
train a copy of such summons or paper, with a statement of the 
facts in the case so far as icnown. The person receiving such 
summons or paper should endorse thereon the date and hour 
of service. 

When property in charge of an employe is attached, replevied 
or levied upon by execution, the counsel or proper officer should 
be at ODce advised thereof and furnished with particulars of the 
names and addresses of consignor and consignee, place of ship- 
ment and destination of property, and date and number of way 
bill. If the property attached, replevied or levied upon is bag- 
gage, the counsel should be advised of the number and kind of 
check, destination of the baggage, and name and address of 
the owner. 

In cases of service of legal process, employes should demand 
of the officer serving same a copy of the writ of summons. He 
is bound to furnish such copy. 

Employes should in no instance waive formal legal service, 
and should never sign or give acceptance of service. 

PAYMENT OF BILLS BEFORE APPROVAL. 

It is sometimes necessary to direct payment 
of an account before it is audited. 

A lawsuit may be avoided thereby, a necessary 
purpose effected, or reduction in an account 
secured. 

Payments of this kind, however, should never 
be made except under authority of the treasurer. 

Cases of most common occurrence coming 
under this head are gas bills and water rents, 
where a reduction can be secured by immediate 
payment. 

The accompanying rules and regulations are 
intended to cover cases of this kind. 

When illuminating companies or other local purveyors will 
discount their bills on condition of immediate payment, the fol- 
lowing expeditious method of providing for settlement should 
be observed : 
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The biUfl that accrue at diops, stations and department head- 
quarters should be certified and forwarded to the division super- 
intendent for approval, by whom they should be sent to the 
station most conveniently located for payment. 

After pa3rment they should be forthwith remitted to the 
treasurer as cash. 

Each month's bills should be remitted not later than the 10th 
of the succeeding month. 

Officials in charge should see that bills are paid promptly and 
that the company receives the benefit of discounts allowed. 

Bills paid by agents should be stamped on the back with the 
station stamp on the date paid. 

When discount is not allowed for prompt payment, bills 
should be treated the same as others.'^ 

agents' balance sheets or accounts CUBBENT — 
uncollected bills — remittances, etc. 

The balance sheet is a highly important docu- 
ment. 

It is the summing up of the whole of all other 
documents. 

It follows, therefore, that a prerequisite in fix- 
ing the responsibility of those who handle money 
is a correct balance sheet. If proper skill is exer- 
cised in devising the form it will afford an accu- 
rate, clear and detailed resume of the account it 
summarizes. 

A perfect balance sheet has not yet been de- 
vised for the use of agents. There are so many 
things to be considered that have not yet been 
determined, that up to this time the balance 
sheet is experimental merely. 

♦The foregoing rules are intended to apply only in those 
cases where it is impossible to make voucher and have it entered 
and approved for payment in time to get the benefit of the dis- 
count. 
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The efficient handling of railway revenue de- 
pends much upon the form of balance sheet, the 
faithfulness displayed in filling it up and the 
fidelity exercised afterward in examining it. 

The form of balance sheet will depend much 
upon the system of accounts. 

The rules and regulations subjoined hereto con- 
template a monthly settlement of the accounts 
of agents and the summing up on the balance 
sheet of the different aggregates for the month, 
as shown on the returns. 

A part of the balance sheet of an agent is a 
list of uncollected bills. While the balance sheet 
gives the aggregate of uncollected bills the list 
gives the details. 

This is also true in regard to remittances. The 
balance sheet shows the total amount remitted; 
the list which accompanies it shows the sums in 
detail. All these documents form a part of the 
balance sheet, and when the balance sheet is re- 
ferred to, the documents in question are also in- 
cluded. 

Every employe who handles money or its equivalents— drafts, 
checks, etc. — should make a balance sheet, exhibitin^^ his affairs 
in detail, and the disposition and nature of the balance to his 
debit or credit. It is impossible to exercise intellij^ent super- 
vision over an account without a balance sheet.* 

The amount to balance, whether made up of cash, uncollected 
bills, payments on account of the company, or otherwise, should 
be stated in detail. 

A special form of balance sheet should be provided for con- 
ductors. 

♦ The form of this balance sheet and its collateral returns will 
be found in the Appendix to the volume "Fiscal Affairs; Col- 
lection of Revenue and the Principles Governing.'' 
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The balance sheet should embrace a classified statement of 
collections from various sources ; also of payments and remit- 
tances. 

It should balance exactly, and in the event it does not the 
occasion of the difference should be minutely explained. An 
account out of balance may represent errors for a large amount. 

There should be no forcing of balances. 

The balance sheet is intended to be a careful res%tmp of the 
affairs of the person making it, and its aggregates should corre- 
spond with the returns, including the list of credits claimed. 

The balance sheet is required to be rendered without delay 
after the returns of which it takes cognizance are made. 

Special collections made on behalf of a company in connection 
with the business of stations, such as loading, unloading, dockage, 
car service, cooperage and similar items, should be entered in 
detail on the face of the balance sheet. The items intended to be 
covered by this rule embrace charges that accrue in connection 
with the freight and baggage business of a station not regularly 
billed. 

The list of uncollected freight which forms part of the bal- 
ance sheet of agents should specify in detail each consignment 
for which credit is claimed. If properly made it affords a de- 
tailed statement of consignments which the agent has been un- 
able to collect, or which arrived too late for collection. The 
information this list contains is extremely valuable in determin- 
ing the status of affairs at an agency. It should be written up 
from the unpaid freight bills, and should be compared with the 
freight on hand. 

Every effort consistent with business usages and the best 
good of a company should be made to reduce the list of uncol- 
lected bills and other sums due to the smallest possible amount. 

The list of upcollectible charges (which also forms a part of 
the balance sheet) embraces amounts erroneously charged to the 
station; also other amounts for which the agent is entitled to 
relief. Details in reference to each amount should be clearly set 
forth. 

The list of remittances, which also forms a part of the bal- 
ance sheet of agents, should specify the date on which the remit- 
tance is credited at headquarters, and the amount credited. Spe- 
cial entry is required of remittances received at headquarters 
after the close of the account current, i. e., after the close of the 
month. Such remittances are naturally carried forward into the 
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accoants for the subsequent month, and should be entered therein 
by agents in the order of their receipt at headquarters. 

No remittance should be included in the account current that 
is not made within the time covered by the account. If for any 
reason it is impossible to make a remittance on the last day be- 
fore closing, it may be made up on the last day and sent forward 
the following morning. But this is the limit of such practices. 

BALANCING ACCOUNTS. 

An account out of balance is an unknown quan- 
tity — something to be distrusted. It may repre- 
sent a cent or a shortage of a thousand dollars, 
according to the nature of the account. 

Only careful examination and accurate adjust- 
ment will determine what it is. 

Hence the value that every experienced man 
attaches to an account in balance. 

No one who regards his reputation or the in- 
terests of his employer will permit an account 
to remain out of balance a moment longer than 
a careful search will discover the cause. It is 
not a work that can be put off until a convenient 
season; it should be done at once, and thor- 
oughly. 

If cash is out of balance the reason therefor 
should be determined instantly. A forced bal- 
ance should never be made — the particular error 
or omission that occasions it should be found 
and corrected. 

The reputations of many agents and cashiers 
have been wrecked by neglect to observe this 
simple and fundamental rule. 

The remittances made by agents and conductors should balance 
their accounts exactly. The remittances are intended to repre- 
sent the total amount they owe the company. But, as errors wiU 
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occar, it is desirable, before making the last remittance, to ascer- 
tain if the account is in balance, and if not, to correct the same. 
In order to do this effectively, a trial balance should be made. 
If no errors or omissions have occurred, it will balance exactly. 
If it does not balance, accounts should be checked in detail until 
the error or omission is found and the necessary adjusting en- 
tries made. If this is done before the last remittance is made, 
and the cash is adjusted to conform therewith, it will have the 
effect, it is apparent, to bring the accounts and cash Into exact 
harmony, and thus secure, in anticipation, a perfect balance sheet 
for transmission to headquarters. 

In the event anything should occur to prevent this adjust- 
ment of the accounts prior to the time for sending the last remit- 
tance, the remittance should not be held, but should be transmit- 
ted at the usual time and in the usual way. There will be no 
difficulty, however, in securing the adjustment if work is kept 
up promptly from day to day as it should be. It will, however, 
greatly facilitate matters if a trial balance is drawn off weekly in 
addition to the balance sheet referred to. This should therefore 
be done. It will also be well to muke the Anal trial balance on 
the day before the last remittance. This will insure abundance 
of time, and if errors creep iu subsequently they may lie quickly 
located. In this way a perfect balance sheet is ensured lieyond 
the possibility of failure. 

In the event the accounts of the station are not balanced in 
the manner described (l>efore making the last remittance), or if 
errors occur after the last remittance is made, they should be em- 
braced in the account current in order to balance the same. They 
should be shown in detail, so that their extent and nature may lie 
known. As soon as ascertained, adjusting entries should be 
made by the agent on the books, in the manner described, thus 
balancing the accounts. The cash should also be made to har- 
monize with the entries thus made. The correction sheet re- 
turned by the accounting officer will notice these errors and 
omissions, with others discovered in auditing the accounts.* 



* A letter of advice should be sent by the accounting officer to 
every person interested after the accounts have been finally exam- 
ined and enters upon the general books. It should state the 
balance standing to the debit of the person to whom it is ad- 
dressed, and afford a brief resume of his affairs generally. It 
should particularly specify the things that require correction, 
discovered after the last remittance was made. 
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The following instructloDe will be of uk in m*kiiiK ^bn ttlml 
balance sheet: 

It tbe amouot of cash to be remitted to dose the aecoDnt, m 
Bbown bj tlie cash book, does not balance the acoount, the books 
ebould l3e chocked in detail until the error is found. 

In the first place, it will be well to compare tbe colmnns tor 
prepaid, ticket and advanced cbargee on the cash book wlUi tlte 
returns for these purposes. Aft«rward, the miscellaneous ool- 
umn of tiie cash book should be compared with the it«ms on Uie 
b*laiice ebeet. 

If the account is etill out of haltmce, the examination should 
proceed somewhat In this order, vis.: First, the afcoit should 
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compare the total amount of the remittance columns of tiie cash 
book, added to the amount ot the remitlanoes brought forward 
from tiie preceding month, with the &mount as entered on Xht 
trial balaoce. Second, in case the amouut of remittances as 
shown by the balance sheet does not agree with the amount 
shown by the cash book, the remittance items on the balance 
sheet should be checked with the cash book. Item by it«m, until 
the difTerenoe Is found; reference should then be made to tbe 
remittance notice to ascerbun which is rif^ht, and if the remit- 
tance entered on tbe cash book differs from tlie amount cred- 
ited, the neoeocary oorrectioa should be made. Third, it should 
be Moertained that tbe entries on the orercharge book ban been 
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properly made, and tiiat no credit hue been taken on the catsSii 
book for^verehar^fee not yet refunded ; also tbaX all overchar^[e6 
'ttiat bsve been refunded are credited on tiie cash book. The 
tDTOgoing aiia]3FBiB will demonstrate what portion of the account 
is wrong, and, consequently, wliat iiortion it is necessary to 
chec^ in detail. 

H there is still a discrepancy, it will be well to see if the 
items wtiich made up the debit balance from last month's ac- 
count are accounted for in the remittanceg or other credits of 
the present month, and that the errors of the preceding month 
are a^usted on the overcharge book or cash book, as the case 
may require. 

The balance may also be affected by petty disbursements on 
account of the station, made by the agent during the month and 
carried as cash, awaiting vouchers covering the same. 

It should also be ascertained if the freight received accounts 
balance with tiie footings of the freight received colunm of the 
cash book. Thif? can l>e determined by placing on the debit side 
the amount of uu collected bills carried ou previous month's bal- 
ance sheet, the amount of bills (if any) dated in previous month, 
received during the current mouth, which were not included in 
the list of uncolleiited bills, the amount of overcharges collected 
during the current month, and any miscellaneous items that may 
affect the freight received column of the cash book, as. for in- 
stance, duplicate entry of a freight bill on the cash book, and the 
necessary entry made on the credit side of the cash book to ad- 
just it. In making the preliminary balance, the last named item 
would appear as a debit. On the credit side of the account 
the total footings of the freight received column of the cash book 
for the month and the amount of uncollected freight bills on 
hand should be placed. If the account does not balance the cash 
book should l>e compared with tiie freight record, to see if the 
items not checked (as a]ipeariug on the cash book) are to be 
found on the list of uncollected freight bills on hand. 

The list of uncollected and additional uncollec^ted from the 
pre\aouF month* should also be compared with the cash book 
and uncollected list for the current month, to see that everj* item 
is accounted for as either paid or uncollected. 

The cash book should also lie examined to see that nothing 
remains unaccounted for. If such an item is found examination 

* "Additional uncollected" means bills for uncollected freig^ 
received after the close of the month. 
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should be made to asoertain if it is a duplicate eutnr, irregular 
or incorrect in any way. 

The account should now be in balance, as the several parts 
wherein errors are likely to occur have been examined. If, how- 
ever, it is not, the footings of the cash book should be carefully 
examined, also the uncollected freight of tlie present month, the 
columns of the account currrait, the uncollected freight of the 
previous month, and so on, until the error or omission is located 
and corrected. 

TBANSFEB OP AGENTS SUBSTITUTES, ETC. 

The accurate transfer of accounts from one 
agent to another is of the greatest importance 
both to the parties concerned and to the com- 
pany. 

If not authoritatively and concurrently per- 
formed disputes are likely to arise. 

Hence the necessity that transfers should be 
made by a traveling auditor or other official of 
the company. 

This is required not only to fix the relative re- 
sponsibility of the parties in interest, but because 
of the skill needed in such matters and the neces- 
sity that the person who performs the work 
should have the data to enable him to do it in- 
telligently. 

A formal transfer of accounts should be made 
in all doubtful cases. 

An account should never be left for a moment 
in the name or charge of a person who does not 
assume full responsibility therefor. 

In the event an a^ent wishes to be temporarily ab6ent,m 
formal transfer of accounts is not necessary. It is understood, 
in such cases, unless protest is made, that he is responsible for 
the acts of his substitute. 
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A transfer should be made, however, when an agent refuses to 
be responsible for the person acting for him. 

In the event of the prolonged absence of an agent, it is also 
best that the accounts should be transferred. 

No transfer of accounts from one agent to another should be 
made except by a traveling auditor or under his direction. This 
is necessary to secure an authoritative statement of the accounts 
and balances for preservation and entry on the general books. 

In other cases provision should be made by agents who con- 
template absenting themselves from duty, if only for an hour. 
Affairs can not be held in abeyance because of the absence or 
death of officials and agents. Business must go on and roles 
and regulations carried out whether or no. 

agents' remittances. 

The rules and regulations governing remit- 
tances vary upon different roads. Upon many 
lines agents are expected to remit all they can 
and as often as possible, but discretion is allowed 
them as to time and amount; they may remit 
daily, tri-weekly, weekly or monthly, as they 
think best, according to the measure of their 
collection; they may, moreover, withhold such 
amount as they think best for wrking fund, 
or because it is in small bills or change. 

In some cases, probably in the majority of 
cases, money is remitted directly to the treasurer. 

Upon some roads it is remitted to banks along 
the line. Upon others to a central bank. 

Considerable saving is effected by requiring 
remittances to be sent to a bank. It also saves 
the treasurer much harassment on account of 
disputes in regard to differences of account. 

As banks seldom if ever pay interest on de- 
posits of this kind they can very well afford to 
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pay the clerical expense of counting. A good 
plan is to have the money collected in the regu- 
lar order of business sent to a bank, and have 
the bank send a detailed statement to the treas- 
urer of amounts received. The remittance no- 
tices received by the bank with the money 
should accompany the statement. These remit- 




EvoIutioD of the Bicycle. 

tance notices may be used in entering up the 
cash book in the office of the treasurer, after 
which they may be stamped and returned to the 
agent as an acknowledgment that the money 
has been received and credited.* 

Many companies require agents to remit to 
the bank vouchers, gas bills, freight bills, water 

* This saves cost writing a receipt. The "* remittance BOtioe^' 
is really a letter of advice accompanying the money. For form 
thereof see Form No. 7, Appendix. 
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taxes and other petty accounts paid by them. 
These the bank receives as cash and afterward 
forwards to the treasurer for redemption. Upon 
some lines agents are required to remit such 
papers directly to the treasurer; this latter is 
the plan contemplated herein. Such differences 
are, however, of no importance. 

The essential thing in handling railway rev- 
enue is that it shall be collected promptly and 
remitted daily. The writer instituted this prac- 
tice in 1869 and practical experience shows it to 
be admirable in operation. 

Every cent collected should be remitted each 
day to the utmost farthing. It makes no differ- 
ence whether the amount be large or small. 

Under this plan collections pass quickly into 
the treasury of a company and are thus available 
for use. Whereas, under other methods, they 
are scattered over the country and are slow in 
reaching the treasury. 

Moreover, money is safer in the treasury of the 
employer than elsewhere. Consequently the 
sooner it reaches there the better. 

The plan of daily remittances, besides, has an 
excellent moral effect. If the collector under- 
stands he must turn over each night all he col- 
lects he will be more careful about husbanding 
it for that purpose than if the time of remit- 
tance is indefinite. No one can doubt the truth- 
fulness of this. 

The accompanying rules and regulations are 
minute. They are such as experience has sug- 

11 
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gested and shoald be scrupulously observed wher- 
ever the methods they foreshadow are in force. 

The full and accurate transmission of moneys coming into 
the hands of agents and conductors is of the greatest importance. 
It is hest secured by promptness. Carelessness or n^lect that 
might be overlooked without detriment in other things is cul- 
pable here. 

The prompt remittance of every cent due from agents and 
conductors not only has the effect to relieve the holder of any 
unnecessary risk, but schools him in the habit of discharging 
his monetary obligations promptly and fully. 

Agents should remit the total amount collected by them, no 
matter how small the sum may be, at the close of each day, or by 
the last express by which it is practicable to send a remittance. 

Prompt and full transmission of cash in the hands of agents 
and others is based on the fact that risk of loss is greatly reduced 
thereby. After funds have been sent forward the responsibility 
of the person who collects ceases ; consequently the sooner it is 
sent the sooner responsibility ends. 

Facilities for storing money at stations and in offices else- 
where are limited, and at best precarious. It behooves those in 
charge, therefore, to keep as small an amount on hand as possible. 

Two remittances should be made daily when risk is incurred 
by holding tlie amount. 

If the remitting of the exact sum collected would exhaust 
the small change on hand necessary to do business, the remittance 
may be for even dollars, but should never, in any case, fall short 
of the total amount collected. For Instance, if the day's col- 
lections amount to, say, ^16.97, the remittance may be for ^17.00, 
carrying the over remittance forward on the cash book and 
deducting it from the collections for the succeeding day. 

But, imder ordinary circumstances, and especially on the 
day on which the account current is closed, the exact amount 
collected and necessary to balance the account should be re- 
mitted. 

No distinction should be made in regard to remittances; col- 
lections of every nature belonging to a company, or for which It 
is responHible, or which are entrusted to its care (such as tele- 
graph receipts, etc.), should be sent forward on the day on 
which they are received. 

Station remittances should be sent by the last train each day. 
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Collections should, so far as possible, be made before the remit- 
tance is forwarded, so as to reduce the amount to be carried over. 

Cash should be balanced and the remittance made up within 
anliour of the departure of the train by which it is to be sent. 

Remittances should be counted twice before being enclosed. 

Too much care can not be exercised in making up packages to 
prevent mistakes or omissions. 

In the discharge of business, care should be taken to use coin 
as far as possible in making change, so as to have as little on 
hand as possible to remit. 

A notice, duly signed and made in accordance with the pre- 
scribed form, should accompany every remittance.* 

The address of the sender is printed on the back of the 
notice. This should be duly filled up before forwarding, so that 
when the cash is credited at headquarters, there need be no delay 
in returning the receipt to the sender. 

If it should happen that a remittance is not promptly re- 
ceived at headquarters and accounted for, measures should at 
once be taken by the sender to trace it, through the express com- 
pany or otherwise, as required. 

If it should happen that a receipt should be returned for 
money but the money itself should not be placed to the credit of 
the sender, the fact should at once be certified to the treasurer or 
proper officer for investigation. 

Agents and others should nor deposit the cash of the company 
with local banks, or with any person or persons, unless authorized 
in writing to do so by the treasurer. 

Nor should collections be exchanged for drafts or checks ex- 
cept under instructions from the treasurer. Safety requires that 
all such paper should be guaranteed.! 

Care should be exercised in accepting checks or drafts, as 
agents are held responsible for their accuracy. 

Checks or drafts should not be accepted upon which the com- 
pany will be required to pay a collection fee, except under 
instructions from the proper officer. 

When the orders of express companies are received as cash, 
all the requirements of the blanks should be technically com- 
plied with. Those who handle them are responsible for defects, 
as in the case of checks and drafts. 

* For form of notice, see Form No. 7, Appendix. 
fFor rules and regulations governing the exchange of cur- 
rency for drafts, see Form No. 5, Appendix. 
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Exception to the rules governing cheiike and drafts is made in 
the cftse of those drawD by tbe oompany. Tbese ajtents and 
others sbould cash on presentation, if properly authenticated and 
endorsed, when their receipts will permit. 

In sealing bags of coin, EgentB should not cover tbe string 
with wax, but use only enough to make tbe package secure. 
When tbe string Is completely covered with was, it is Impossible 
to sever It, and coin is caught within the folds. It is necessary, 
moceover. In snub cases to destroy the bag In order to open It. 




Laud and Water Tricycle. 

A tafT sbould be attached to each bag containing coin, specify- 
ing the station from which it Is remitted, the amount and address. 

Currency and coin should not be remitted together in the 
same package, unless the volume of (;oin is less than five dollars 
in silver or twenty-five liollars in gold, in which case tbe coin 
should be placed in a small envelope, securely sealed, and enclosed 
with the currency. 

When coin exceeds tbe amounts specified, it should be en- 
closed with a remittance notice in a coin bag and remitted sep- 
arately. 
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When coin is placed in a small wrapper it should not be en- 
closed so tightly that it can not be taken out easily when the 
wrapper is torn open. 

In remitting money agents should send as little mutilated 
currency as possible. 

They should face bills one way and in order, or reversed order 
of denomination. 

They should lay all bills, checks and papers flatly in the 
envelope, and not roll them up. 

They should enter a description (list) of bills, checks, papers 
and coin on the remittance notice accompanying the money, 
noting how much of the remittance is made up of one dollar bills, 
how much of two dollar bills, and so on. 

In the case of currency or coin not bankable at its face value 
(such as foreign or mutilated currency, and defaced, clipped, 
punched or worn coins), the par value thereof should first 
be inserted and the discount then deducted and the balance 
shown. 

Packages of currency should be stitched with twine, run 
through the package at least in two places, tied, and sealed with 
wax. 

The holes made by sewing a package should not be sealed. 

The contents of a package and name of person remitting, also 
station number (in the case of agents), should be stated on the 
envelope. 

While railway methods differ, my judgment inclines to the 
pra«;tice that requires current traffic collections of a bankable 
nature to be remitted to some bank to be designated by the com- 
pany. The remittance should be taken directly to the bank when 
possible; in other cases it should be forwarded by express 
or other safe means. 

In regard to nonbankable remittances, such as vouchers, cer- 
tificates of wages, freight bills, and other accounts paid by agents 
imder direction, also collections of a miscellaneous character 
such as may be specified, should be remitted directly to the 
treasurer.* 



* While it is contemplated that remittances shall be made to 
the bank, the accompanying rules and regulations fit equally well 
the practice of remitting directly to an officer of the company. 
When, therefore, remittances are made directly to an officer of 
the company instead of to a bank, the title of such officer will 
be substituted herein where a bank is referred to. 
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The details of special remittances should he noted on the 
notice, as in other cases. Also particulars of each voucher, time 
ticket, or other bill it contains.'*' 

When the person who makes the special remittance and the 
person to whom it is to be credited at headquarters are not the 
same, the former should notify the latter forthwith by letter. 

When a remittance is made on account of two different people 
a separate notice for each should be enclosed. 

Time tickets, vouchers, illuminating bills, checks, drafts and 
similar enclosures should be stamped on the back on the date 
paid. 

Agents and others can only take credit in their accounts for 
amounts reported as received at headquarters. If a remittance 
is over, they should deduct the amount over from the next remit- 
tance. 

If for any reason it is not intended to make a remittance on 
the day following a receipt of a notice of shortage in a remit- 
tance, a special remittance should forthwith be made to cover the 
amount of the deficiency. 

An acknowledgment should be returned by the treasurer or 
proper officer for every remittance.f When not promptly re- 
ceived it should be written for. In order to save labor and en- 
sure accuracy, the notice that accompanies the remittanc*e should 
be stamped and returned to the sender as a receipt, as already ez* 
plained. It should thereafter be carefully preserved. 

conductors' remittances AND ACCOUNTS. 

Much of what is said elsewhere throughout this 
volume applies to conductors, and therefore in- 
vites their careful study. 

Collections of conductors are made up almost 
wholly of cash fares collected on trains. There 
is, however, more or less money collected for 
damages and other special purposes. 

The transactions of conductors are done on a 
cash basis, or, in the event of credit, by collat- 

* For form see Form No. 8, Appendix. 
See Form No. 9, Appendix. 
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eral security. The exceptions to this rule are 
unimportant and unfrequent. 

It is the duty of conductors to collect cash on 
the spot and to remit the same promptly and 
fully. 

In this way they will avoid the necessity of 
bookkeeping and their accounts will always be 
kept square with the company. 

By prompt remittances they, moreover, avoid the 
risks that attend possession and care of money. 

The limited sources from which conductors 
collect money greatly simplify the instructions 
to be given them in connection therewith. 

It has been the constant aim of railroads, from 
their inception, to restrict as much as possible 
the collection of fares by conductors; first, be- 
cause of the diflBculty the latter experience in 
keeping a record of the same, in the hurry and 
confusion of business; and second, because of 
the diflBculty of surrounding transactions of this 
nature with the safeguards generally esteemed 
necessary in connection with the handling of 
money. 

Efforts to secure safeguards have not been 
generally successful, nor will they be so long as 
passengers are allowed access to trains before the 
purchase of tickets. 

For these and other reasons it is recognized 
that good business usage is conserved by restrict- 
ing the collections of conductors as much as pos- 
sible, just as other business interests in life are 
restricted when it is not possible to control them. 
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Condactors recognize this truth even more 
forcibly than carriers and are forward in aiding 
their employer in ids efforts to s^ijstematize the 
work. 

The methods pursued by railroad companies 
to secore authentic accounting for faj^s col- 
lected on trains vary greatly as in other things. 
Vpoo some roads ci>odactots are required to 
famLsh the passenger a token apon which the 
latter may secure a rebate by presenting it at the 
office of the company, the token being used after- 
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ward as a check against the collection. Upon 
other roads the conductor is required to give a 
receipt (made with a punch) of duplex form, for 
each fare collected, keeping an accurate copy in 
his book of the particulars of the collection; this 
book is afterward turned over to the company. 
U[Kin others he is required to give a written re- 
ceipt. Still other forms are used. None of them 
is satisfactory. Their value is dependent upon 
the intelligence and skill of those who attend to 
their enforcement. In business a system that 
works admirably under the supervision of one 
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man proves a failure under that of another; the 
truthfulness of this is nowhere more aptly illus- 
trated than in supervising collection of fares. 

The remittances of conductors should correspond with the 
amount of their collections from day to day, heing neither more 
nor less. If this rule is observed, they will be in exact balance 
with the company. Conductors will neither owe the company, 
nor will the company owe them. 

Conductors should make up their remittance immediately 
upon the closing of the trip, and remit without delay.* 

The amount remitted should correspond with the report of 
collections. 

When it is inconvenient for conductors to deposit directly at 
the bank, they should send their remittances by express from 
such points on the line as may be most convenient. 

If the amount remitted at any time is more than it should be, 
the surplus should be deducted from the next remittance. 

If the amount remitted at any time is less than it should be 
(occasioned by the throwing out of counterfeits, or otherwise), 
the deficiency should be added to the next remittance. Or a f'pe- 
cial remittance should be made to cover the amount if no regu- 
lar remittance is to be made in the immediate future. 

When a conductor does not make more than one round trip a 
day, his remittance should correspond with his cash collections 
for the round trip.f 

When a conductor makes more than one round trip per day, 
he should only make one remittance for the whole, unless it is 
more convenient or safer to remit after each trip. If he makes 
only one remittance, the amount thereof should correspond with 
the total sum he reports as collected. Thus the remittance and 
the returns will always harmonize. 



* For form of remittance notice, see Form No. 11, Appendix. 

t When a conductor makes a round trip in one day the trip 
will end at the point where it commenced. Thus, if a conductor 
runs from New York to Albany and back in one day, the trip 
will end at New York, and the report and remittance for that 
day should cover such round tf-ip. When a round trip requires 
two days, the point in such trip furthest south or east (unless 
otherwise directed) will be considered the terminal point. Thus, 
between New York and Albany, the round trip would be from 
New York to Albany and back. 
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In the event a condactor does not, for any reason, complete 
a round trip, he should make a report and remittance, with- 
out delay, for such portion of the trip as he may have made. 

When an outward trip is in one month and the return trip in 
another, the report and remittance for such round trip should he 
included in the accounts of the later month. Thus, a trip that 
begins on the last day of January and ends on the first day of 
February, will be included in the February accounts, and the 
report and remittance for such round trip will be returned as of 
February. 

Conductors should observe the rules and regulations govern*^ 
ing collection of fares, method of arriving thereat, amount col- 
lectible, kind of receipt to be given to passengers in return 
therefor, and other instructions appertaining thereto.* 




Locomotive •' Stourbridge Lion," A. D. 1829. 

Conductors should make a uionthly balance sheet, exhibiting 
collections for each train ; also amount of each remittance, wiUi 
amounts brought forward from the previous account current. It 
should be forwarded on the first day of the succeeding monUi. 
It should be written up daily. It will thus ever aff'ord a record 
of current transactions. When forwarded a copy should be re- 
tained by the conductor. 

If a conductor, when he completes his account current, finds, 
that it does not balance, he should insert the amount to balance- 
at the bottom. If the account is over he should deduct the 
amount from his next remittance. If the account is short, he 
should add it to his next remittance. This will have the eff'ect 
to keep the cash account of the conductor in harmony with the 
books of the company. In order to prevent diff'erences of this 
kind, however, conductors should take means to ascertain (be- 
fore sending the last remittance) if their account balances, and if 

* These rules will be found in the volume "Passenger Business.** 
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it does not, should add to or deduct from such last remittance 
the amount necessary to balance. 

The rules and regulations governing agents^ remittances, as 
explained elsewhere herein, should govern conductors so far as 
applicable. This applies to the disposition to be made of cash 
collections, the manner of remitting, forwarding remittance 
notices with cash, tracing lost remittances, acceptance of checks 
and drafts, how currency and coin should be enclosed, sealing 
lockages, addressing same, manner in which currency should be 
arranged, descriptive list to be entered on the remittance notice, 
and so on. 

REMITTANCES FOB MISCELLANEOUS COLLECTIONS. 

As already stated, these regulations contem- 
plate remittances being sent directly to a bank. 
An exception is made, however, in the case of 
collections of a special nature. Also in the case 
of non-bankable paper remitted as cash 

These, it is intended, shall be remitted directly 
to the treasurer. 

The remittances to be sent to the treasurer 
cover collections made by agents requiring spe- 
cial disposition, or that are made of non-banka- 
ble paper. Reference to the rules and regula- 
tions will explain more clearly. These contem- 
plate that moneys collected by agents and con- 
ductors in the discharge of business for passage 
tickets, freight, express, excess baggage, tele- 
graph, car service, loading, unloading, transfer- 
ring cars, dockage, storage, switching and kin- 
dred items taken up in their balance sheets shall 
be remitted to the bank. All these are credited 
to the person (agent) making the remittance. 

Miscellaneous collections that grow out of 
charges for labor performed by operatives, ma- 
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terial sold, collections for rent>. fuel, hide?^ pelts 
and carcasses of animals killei s^les of damaged, 
OTer and onelainied freight and baggage* lands, 
town lots and charges for kindred purposes, 
that do not appear in the balance sheet of the 
agent making the remittance* are not credited, in 
many cases, to the person who remits the money, 
but to some other account or accounts. 

The distinction I make between collections 
that should go to the bank and th*>se that should 
go to the treasurer is not material 




Loeomotive • Cosiell.* A. D. isn. 

Many roads nave everythinir remitted to the 
bank or to the treasurer. 

I have found the distinction I make desirable, 
but do not consider it at all important. It is a 
mere detail 

Xon-bankable paper, also vouchers, time tickets, gas bUls* 
freight bills and similar evidences of debt, should be remitted 
directly to the treasurer. 

Miscellaneous collections should also be remitted directly to 
the treasurer by the person who makes the collection. They should 
not ije sent through the hands of some other person, but directly. 

If money thus transmitted is to be placed to the credit of 
the person remitting it, the fact should be stated on the re- 
mi ttan<;e notice that accompanies the remittance; if it is to be 
credited to somebody else, the fact should be so stated. 



A GENTS AND COND UC T0B8. 178 

The form of remittance notice provides for designating the 
name of the person to whom the money is to be credited. It also 
specifies name of person paying the money, particulars of the 
collection, etc. 

In regard to miscellaneous remittances, those that affect the 
different departments may be credited to such departments. In 
this way many collections may be grouped and the number of 
accounts covered restricted. 

It order to do this only one bill should be made monthly 
for miscellaneous collections remitted to the credit of a particu- 
lar person or department as described. 

It is the duty of officers who have money to their credit on 
miscellaneous account to make a bill against themselves monthly. 

The bill should specify in detail each amount to their credit, 
the date it was remitted, by whom remitted, from whom col- 
lected, its purpose and amount. 

The bill should thus cover all credits! 

It should also include amounts to the debit of the person 
making it for which credits have not been received. This bill 
should be recorded before the fifth of the month. It is the duty 
of the proper officer to see that it is duly entered and charged 
on the books.* 

In order to systematize miscellaneous collections and enforce 
responsibility in connection therewith, the following rules are 
suggested : 

Moneys collected for hides, pelts, tallow, carcasses of animals, 
road material, old ties, damage to a company's property and kin- 
dred charges along the line, should be embodied in the returns of 
the official who authorizes the collection and within whose de- 
partment the transaction occurs. The money should be remitted 
to his credit. 

Moneys collected on account of sale of damaged, over or un- 
claimed freight should be remitted, with a detailed statement of 
the same, by the person making the collection, to the credit of 
the officer who has such matters in charge — usually the claims 
agent. If there are charges on the property thus sold, the 
amount of such charges should not be deducted from the pro- 
ceeds of tlie same, but the full amount should be remitted.f 

* The purpose and use of these bills are fully explained in the 
chapter ''Accounts against persons for material sold, labor per- 
formed, etc.," in the volume "Fiscal Affairs, Disbursements." 

t Kelief vouchers should be made to relieve agents of such 
charges. 
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Moneys collected on account of the sale of damaged, over or 
tmclaimed baf^gage shoald be remitted with a detailed statement 
of the same, by the person making the collection, to the credit of 
the officer who has such matters in charge. If there are enlarges 
on the property thus sold, the amount of such charges should not 
be defluctetl from the proceefla before remitting the money.* 

Moneys collected in connection with the land department, 
for land sand town lots, etc., should be remitted to the credit of 
the land department, or the officer appointed to take (±arge of 
such matters, by the person making the collection. 

Moneys collected for rents, sale of old houses and kindred 
property, under the direction of the officer who has such matters 
in charge, should be remitted to his credit. 

When registered bills against individuals are sent agents to 
collect, the amount should be remitte<l to the credit of the partic- 
ular bill collected. In such cases, no mention of the collection is 
made on the agent's balance sheet, as the account is already of 
record. This rule applies also to checks, notes and other accounts 
sent agents to collect. 

COLLECTIONS FOR USE OF CARS OWNED BY PBIVATB 

CORPORATIONS AND PERSONS. 

The collection of charges for the use of private 
cars (refrigerators, stock, etc.) is frequently 
made, at the request of the owners, by the agent 
at the point of shipment. Sometimes charges 
follow. In the first named case the agent should 
collect the amount and debit himself with it on 
the cash book. The money should be remitted 
to his credit with his other collections. 

When the billing agent is instructed to allow the charge for 
the use of such i^ars to follow (as advanced charges) he should 
add the amount to the way bill as "advanced charges."* 



* In such oases the proper entry should be made on the 
credit side of the cash book in the "Advanced Charges" col- 
umn and the same amount entered on the debit side of the cash 
book in the "Miscellaneous"* column, giving date and number of 
way bill, name of car company and number of car. 
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Wlioi the charge for the use of a car is collected by the bill- 
ing agent or added as advanced charges to the way bill, he 
should notify the car accountant or proper officer of the fact by 
first train, giving ^^^ the details connected with the transac- 
tion, including date of collection, station where collected, 
amount, name of car company, where the car was billed to, 
and to whom the car was consigned. 

The amount of charges f6r the use of private cars collected 
by an agent should be ^own as a special item on the debit side 
of his balance sheet as ^H^harges collected for the use of pri- 
vate cars, etc.*" The amount of charges of this character way 
billed as advanced charges should, it is manifest, be taken credit 
for with other advanced charges. 

It will be understood that the owners of private cars charge 
for use of their cars in addition to the railroad company^s charge 
for service. 

When the owners of private cars make their own collections 
for the use of their cars, the amount will not enter into the 
accounts of agents in any way. 

When the car accountant, or proper officer, is advised by an 
agent tbat he has collected a sum on account of a private car, 
the fact should be certified to the treasurer so that the draft of 
the owner of the private car may be honored for pajrmeut when 
presented. At the end of the month the amount due from agents 
for collections for private cars should be charged to them the 
same as other collections. 

AUTHORIZATION TO SIGN FOB OTHERS. 

The necessity that oflBcials, and in many cases 
agents, should have some one to sign their names 
in routine matters when they are absent or busy, 
is well known and recognized. 

Every oflBcial should have a deputy authorized 
to sign for him, in the case of time tickets, pay 
rolls, orders for material and other routine mat- 
ters, so that the business of a company and the 
convenience and comfort of individuals may not 
be hampered by delays. 
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The names of these deputies should be certified 
so that they may be recognized in proper cases. 

Neglect of officials to delegate this authority 
to subordinates creates not only inconvenience, 
but needless loss. Such delegation need never 
involve risk. On the contrary, is the means of 
avoiding risk. 

All that is required is that it shall be system- 
atized. 

Agents also, in many cases, find it necessary to 
delegate subordinates the right to sign their 
names. This is true in the case of cashiers who 
sign receipts or make drafts to cover advanced 
charges due connecting lines, etc. 

The names of officers should not be signed by their clerks to 
oertiiicates, receipts or orders without authority and due certifi- 
cation thereof. 

Due notice should be given to all concerned of the names of 
subordinates who are authorized to sign for superior officials 
or others. 

The name of the person authorized to sign in lieu of the 
principal should be signed in full; thus, if a superintendent's 
secretary sign for him, the signature of such secretary should 
be given at length underneath the name of the superintendent, 
or, if the latter think desirable, '^the name of the secretary may 
be used without that of the superintendent. This rule need 
not be observed by the subordinates of agents when it will occa- 
sion inconvenience ; in such cases the initials will be sufficient. 

HOW MONEY SHOULD BE REMITTED. 

The manner in which money may be remitted 
safely is so exceedingly circumscribed that the 
rules and regulations governing this particular 
part of the business may be said to be practi- 
cally uniform. 

12 
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In the absence of mstmctions to the contrary, 
the following should govern: 

Money and valuable papers should be remitted by expresB. 

Books are provided in which to record the remittance and 
take the receipt of the express company : these should be used. 
Provision is also made therein for inserting the date and amoimt: 
these should correspond with the cash book 

Agents at points where express trains do not stop should 
hand their remittance, sealed and directed, to such conductor as 
the treasurer may direct. He should receipt therefor, and de- 
posit the same at the next express offic*e at which his train stops, 
or at the general office or depository of the company, as may be 
most convenient to him. or as mav be directed. 

The agents of express companies are compelled to accept 
money packages whenever offered them for transmission during 
business hours. 

Agents should deposit directly at a bank, when possible. When 
they do this, they sbould use the customary form of dei>offlt book. 

When a remittance, deposit or payment is made at the office 
of the treasurer, or at any other office of the company, a written 
receipt should l)e given in every instance for the amount at the 
time. 

Remittances should never be sent bv mail or the hands of irre- 
sponsible persons. 

DISPOSITION OF OLD EECORDS. 

The records of a company are the history of 
its affairs and, consequently, of the utmost value. 

Station records, while supplemented in a meas- 
ure by those at headquart.ers, are of great impor- 
tance, because of their value in the prevention of 
misunderstanding, in the settlement of claims, 
and for other purposes unnecessary to recapitu- 
late. Methodical measures must, therefore, be 
taken to preserve them intact. 

The length of time they shall be preserved 
must for each company be a matter of special 
direction. It is in a measure a legal question. 
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It is a good plan to entrust the disposition of 
old records to a particular oflBcer. Those relat- 
ing to stations may properly come under the 
direction of the traveling auditor. His visits are 
frequent and his knowledge such as to enable 
him to act intelligently. In this way while un- 
necessary accumulations will be prevented, judg- 
ment will be exercised in separating that which 
should be preserved from that which should not. 

It would be a good plan for every railroad 
company to designate a particular storehouse to 
which old books and records shall be sent, where 
they can be kept safely until such time as they 
may be sold for old 'paper. This is better than 
leaving them where they are liable to be lost or 
misplaced because of lack of facility for caring 
for them. 

Care mu8t be exercised to preserve the records and accounts 
of a company. 

Every scrap of waste paper and every old book has a cash 
value and should be looked after as carefully as cash. 

They can only be disposed of under direction of the proper 
officer. 

Records should be retained in the office where they accumu- 
late, unless otherwise ordered. 

The statute of limitation varies in different states, and in 
order to cover interstate business, records should be retained 
during the longest period to which the statute of limitation ex- 
tends in any state. 

When claims against a carrier for loss, damage, overcharge, 
or other purpose, as represented by the station records, can no 
longer be prosecuted, the records may then be disposed of. 

It is a duty of travelling auditors, when visiting a station 
where material of this kind has accumulated, to forward the 
same to the storekeeper or make such other disposition of it as 
may be directed. 
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It is also their duty to attend personally to the weighing and 
billing of the same. 

The waste paper that accumulates at stations should also be 
preserved and shipped with the records. If, however, it is in- 
convenient to retain it until such time, it may be sent forward to 
the storekeeper at the convenience of the agent. 

Old records and waste paper forwarded to the storekeeper 
should be brought on his books and taken up in his returns 
when received. The name of the person from whom received, 
place, description of property and quantity should be recorded 
by him in each instance so that each transaction may be traced. 

PARTICULAR INSTRUCTIONS. 

In concluding these brief instructions — instruc- 
tions that might be greatly extended with profit 
— the following additional points may be noticed: 

The interests of a railroad company require that its officers 
and employes shall be zealous in the collection of its debts, in- 
cluding those relating to traffic. 

The business of carriers is greatly benefited by the exercise of 
tact and the cultivation of an obliging disposition upon the part 
of those who serve them. 

In regard to matters of detail : The papers and records of a 
company should be written up and filed each day, so that in the 
event of accident or the sickness of those in charge the work 
may be intelligently taken up and carried forward by others. 
The preservation of records and their easy reference will also be 
greatly enhanced thereby. 

The regulations that govern the use of blanks, books and papers 
are the result of experience and study, and should, therefore, be 
scrupulously observed. Not only will clearness aud accuracy be 
secured thereby, but economy will also be heightened. 

A history of the acts of railroads is a history of the acts of 
their servants. Preservation of these will be greatly facilitated 
by officers and employes keeping careful copies of their official 
acts and records; also the papers that emanate with them, such 
as letters, bills, vouchers, pay rolls, returns, statements, etc. 

Common precaution requires that all receipts, drafts, checks, 
blanks, books and accounts shall be written in ink. In cases 
of peculiar emergency an indelible pencil may be substituted. 
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Efficient Bervlue Is Impossible where bearty 4X>-operaUon does 
not exist. It In as necessary in connection with acuounta as It Is 
with the train servlue, and agents and others will find their 
IntorcHtjt and those of a company greatly beiieflt«d by hearty 
co-ot HI ration with traveling auditors and with the accounting 
iloiNirtineiit geiii'rally in the measures it sets on foot to secure 
Kuiwrviiiiuii anil jirotection of tlie revenues of a company. 

ill ri-garil to iiuyments agents and others malio on t)ehalf of 
u company, lut llttlo delay as possible should occur In connection 
tlierewith. 'I'lie good name of carriers will be greatly enhanced 
by prouiptnefH and courtesy Id sucb matters. 
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When tliii rulcHof a company governing the handling of its 
cash are dUregarded. ro^ipoiiMibllity for any loss that accrues in 
coiiHi^iluenco rowtii with Ihe (lerson in fault. 

Ilocunieiit-rt upon whidi payments are made by a company 
uuiHt iHi tuclinically correct. It is impossible that ttiose which 
art! lniiH<rf(H!l^ either as reganls authorization or form, should be 
llli^d iiwiiy or otlierwlsc relied upon to protect the interests of a 
(lompiiiiy. 

Ill iirdiir to prevent Improper proctitis and preserve a aerv- 
ice from scundale, no one wlio works for a railroad should dis- 
count or trulllc in the pay of employes or other debts tbat a com- 
pany tnay owe. 

Tho rules aj)d regulations i^oiiimon to corporations forbidding 
their olIli-<!r« and eni]iloyt's from using tlieir money, except under 
authoriziLtion, are fuuudcd on good business usage and Bliould 
And cheerful observance. 
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CONCLUSION. 

And here I bring my account of railroads to a 
close. The subject is a great one and covers, in- 
cidentally, the science of political economy, the 
ethics of business and the methods, habits and 
morals of men. Economic questions that enter 
into the calculations of traders, merchants and 
manufacturers, and the principles that govern 
those who employ and manage men, form a most 
important part of it. 

Naturally, in my books, practical questions 
that concern the operations of railroads take pre- 
cedence of all others. 

But those who would comprehend the subject 
in its entirety must understand the principles of 
political economy that permeate it throughout 
as well as more practical details. For this reason 
I have given the former such space as I have 
been able. 

Railroads are affected in their operations by 
natural laws, physical, moral and intellectual. 
Each is a potent factor. In their solution those 
who own railroads, those who manage them, 
those who work for them and those who patron- 
ize them are concerned. 

(183) 
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Each day it becomes more and more apparent 
that the greater the wisdom exercised in govern- 
ing railroads, the greater success they achieve; 
the less friction there is between owners, em- 
ployes and patrons; the more profitable railway 
property is; the more contented and happy em- 
ployes are; the better the public is served, the 
more friendly it is. Everything that contributes 
to this end serves a good purpose. Books are as 
valuable here as in the practice of medicine, law, 
government, the art of war, or other subjects 
that are too great to be comprehended by one 
man. 

If in my writings I express anywhere opinions 
unfavorable to existing methods it is not neces- 
sarily because I believe them to be wrong in prac- 
tice. Managers of railroads are the creatures of 
circumstances. Railway corporations, like govern- 
ments, are compelled to accept situations as they 
find them and adapt themselves thereto with the 
best grace possible. However high their aim, 
present methods must conform to what is at 
present practicable. With greater knowledge the 
high purposes of today that are merely specula- 
tive may become practical realities. 

Many portions of my books are devoted to spe- 
cific details; to recounting particular methods of 
administration. In being minute I have erred, if 
I have erred at all, on the safe side, for while the 
views of particular men may not be accepted un- 
qualifiedly by others, they are none the less valu- 
able. In this as in other things, what we read is 
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very often more valuable for the ideas it suggests 
than the thoughts directly conveyed. Where 
so many things have to be considered, as in 
railroads, before it is safe to act, the more ex- 
tended our horizon, the greater our knowledge, 
the safer guides we make. Hence the value 
of experience, observation, treatises, descriptive 
books, etc. 

In regard to the foregoing twelve volumes, 
other men have, each in his particular place, 
given the subjects discussed more attention than 
I; each phase of railway management has had 
the thought of specialists; of natural leaders and 
instructors. Of their methods, so far as I have 
been able to gather them, I have been an atten- 
tive student all my life. From them I have 
sought to learn. I have nothing to say, it is 
probable, in regard to their several lines of 
thought that will interest them. On other sub- 
jects I hope it may be different. The class I 
write for is that great class, growing greater 
each day, whose knowledge of railway operations 
is necessarily circumscribed and whose opportu- 
nities for learning are exceedingly limited. To 
these my books will be something more than an 
exposition of well known facts or possible event- 
ualities. They will be a mine of wealth, open- 
ing up the varied, complex and interesting ques- 
tions that enter into the origin, working and des- 
tiny of railroads, which would otherwise forever 
remain a sealed book to them, and without a 
knowledge of which their prospects in life would 
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be mnch restricted and their usefulness greatly 
les.sened. 

No business interest is so divergent as that of 
a railway. The corporation itself is perpetnaL 
It is the creature of the people. It serves all 
alike. It is a repository of great and varied 
trusts. It Is at once a manu&u!turer and trader. 
It employs myriads of men. Its duties are com- 
plex, its responsibilities manifold. In its propri- 
etorshif) it possesses the conservatism and high 
constructive qualities necessary to the accumu- 
lation and retention of property. Herein it is 
fortunate, for men of this class are the natural 
rulers of the world and the highest and best 
friends of those who do not possess their pecul- 
iar attributes. It was through their combina- 
tions that men first achieved freedom. It can 
not V)e preserved without their assistance and 
guidance. 

In considering the affairs of railways, every 
interest must be remembered, that of owner, 
patron, officer and employe. All their rights, 
ambitions, projects, prejudices, habits, weak- 
nesses and ignorances must be severally weighed 
and considered. Not to do so would be to jeop- 
ardize the whole structure. For these reasons 
the philosophy of the subject, quite as much as 
its practical details, finds a place in the accom- 
panying volumes. The theme is the most im- 
portant of our day, and may truly be called 
ScJontific. I regret my inability to do it greater 
justice. 
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FOBM No. 1. 

BOND TO BB EXACTED FOB THE PAYMENT OF FBEIOHT 

OHABOBS WHEN AGENT IS IN DOUBT AS TO THE 

ABIIilTr OB DISPOSITION OF THE DEBTOB 

TO PAY. 

This form is to be used in those cases where it is necessary to 
allow freight to pass out of the hands of a company without 
the payment of charges, where the debtor lives at a great dis- 
tance from the station, or it is absolutely necessary to trust him. 
It is not intended for use at points where bills are collected 
weekly or monthly to meet the practices of competing lines, but 
may be used at such places if necessary. 

Know all men by these presents : 

That we 

of 

of 

and of 

in the State of , are held and firmly 

bound unto the Railway Company in the 

penal sum of Dollars, to the payment of 

which well and truly to be made we jointly and severally bind 
ourselves, our heirs, executors and administrators by these 
presents. 

Witness our hands and seals this day of 

189... 

The condition of this obligation is such that whereas the 
above bounden 

is engaged in business with the said Railway Company shipping 
or receiving freights or both, 

Now, therefore, if the above bounden 

shall pay all rates and charges now due or that may become due 
to said Railway Company upon demand, then this obligation to be 
void, otherwise to remain in full force and effect. 

Principal will sign here [seal.] 

Sureties will sign here j ; ' * * * ; * ' K^l ] 

""(I9i)* 
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Form No, 2. 

BOND OF DRATMAN FOR THE PAYMENT OF CHABOES AND 
THE FAITHFUL DELIVERY OF PROPERTY. 

Know all men by these presents: 

That we as principal 

and of 

and of 

as sureties, are held and firmly bound unto the 

Railway Company, in the sum of 

Dollars, lawful money of the United States of America, to be paid to the 
said Railway Company, its attorney, suc- 
cessors or assigns; for which payment, well and truly to be made, we bind 
ourselves, our and each of our heirs , executors and administrators, jointly 
ahd severally by these presents. 

SEALED with our seals. Dated this day of 

A. D. 189 

WHEREAS, the above bounden 

is a drayman carrying on business at and, in 

the course of his business, collects freight and goods from the depot of the 

said company at for the puri)08e 

of delivering same to consignees or others. 

Now, therefore, the condition of this obligation is such, that if the 

above bounden 

shall at all times hereafter promptly pay on demand to the 

Railway Company or to its duly authorized 

station agent for the time being at all freight 

and other charges due said company by consignees and others in respect of 

freight or goods carried by said 

Railway Company and delivered from said company's station to consignees 

or others by said 

his employes, agents, or any person or persons acting under his direction or 

instruction. And if the said 

his employes, agents, and all persons acting under his direction or instruction 
shall duly and faithfully deliver to consignees and others all freight and 
goods coming into his hands for that purpose, then this obligation to be void; 
otherwise in full force and effect. 



And the above bounden. 
and 



expressly agree that if, in any action at law or in equity brought upon this 
bond, or if in any legal proceedings whatever, it should become necessary to 
show the amount of money or other property of said company, or in which it 
should have any interest, at any time in the possession or control of the 

said '. 

or in any manner chargeable to him, 

the books, papers and records of said company, including the printed or writ- 
ten instructions and circulars of any of the officers thereof, to its agents, shall 
be admitted as competent evidence of whatever may therein be contained, 
without any other evidence of their authenticity than proof by some agent, 
officer, 07 stockholder of the company that thej are in fact the books, papers, 
records, instructions or circulars thereof, or of its officers, and the evidence of 
no agent, officer or stockholder of the company shall be excluded because of 
any pecuniary interest he may have in sucn action or proceeding. 

Principal will sign namej 
in full here | [seal.] 

, [SBAL.] 

Sureties will sign here. 



$...< 



[SBAL.] 
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Form No. 8. 

CERTIFICATE OF BONDSMAN. 

The following form of certificate must be sworn to by every 
surety to a bond. It may be taken on the back of the bond. Each 
surety must be worth not less than ^1,000 in realty over and 
above debts, incumbrances and exemptions: 



(• 88. 



State of 

County of , 

of 

being duly sworn, doth depose and say, that he is a resident and freeholder 

in the County of in the State of , and that he is 

worth the sum of Dollars, over and above all his debts and 

liabilities, and exclusive of property exempt by law from execution. 

Subscribed and sworn to before me } gg^ 

this day of A.B- 189.. ) 

(Principal will si^ his name in fall above.) 



., Notary Public. 



State of ( 

County of ) 

of 

being duly sworn, doth depose and say, that he is a resident and freeholder 

in the County of in the State of and that he is 

worth the sum of Dollars, over and above all his debts and 

liabilities, and exclusive of property exempt by law from execution. 

Subscribed and sworn to before me } gg^ 

this — day of A-D. 189.. ) 

(First bondsman will si^n his name in fall aboTe.) 

Notary Public. 

State op \ 

County of ) 

of 

being duly sworn, doth depose and say, that he is a resident and freeholder 

in the County of in the State of — , and that he is 

worth the sum of Dollars, over and above all his debts and 

liabilities, and exclusive of property exempt by law from execution. 

Subscribed and sworn to before me \ gg^ 
this day of A.D. 189.. I 

(Second bondsman will siffn his name in full above. 

, Notary Public. 

13 
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Form S'o. I. 
OKDKR TO OKLIVER FREIGHT Fo DRAYMAX, ETC. 



_liAILW\Y CO. 



.-^cation 180. . 

W *', the Mnil*Tsii,'nt^l. -lo iinreliy iiit::i>ri/e ^^-^ent 

.... ,.,.....im.Ki LM' \ V ( • ■ . '(^ ■ .t*ll'%'<*r to. ....................... 

T... . J 'ri:.:..iir., ftnr and aiL freight that may 

arrlvi'Ht station consigned to u«: and do 

fiirthiT aiiM»or1/o to receipt 

for sHiiU! tor -irt. .11 :i:.s :.h::i<-. 



l)\TK. .N'l.HK '»F ' ■■.%•- I'.. S"Ki:. 

I 
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Form No. 5. 

BONDS OUABANTEEINO DBAFTS OF COUNTBT BANKS. 

In those cases where a railroad company, in order to accommodate local 
banks along its line, exchanges the current receipts of stations for drafts of 
snch banks, which drafts the agents remit in lieu of currency, drafts of this 
kind should only be accepted upon a reputable bank. This latter should 
guarantee the payment of the drafts on presentation, in form as follows: 

'* To the Railroad Company: 

For value received, we hereby agree to pay on demand all drafts 

drawn on us by the Bank of.. , received 

and remitted by your agent at 

The Bank of 

By •' 

In some cases it is not convenient for the bank drawing the drafts to 
secure a guarantee of the bank upon which it draws. In such cases if 
the railroad company desires, a bond signed by three or more reputable 
citizens may be substituted for the above form. This bond should be as fol- 
lows: 

"To the Railroad Company: 

For value received, we hereby guarantee the payment on demand of 

all drafts drawn on the Bank of , by the 

Bank of , received and remitted by your 

agent at 



When agents exchange their daily receipts for drafts on 1 >cal banks, they 
should be instructed as follows: 

"The Bank of has agreed to guarantee 

the payment of drafts drawn upon it by the Bank of 

and remitted by yon on account of this company. Ydu may, therefore, turn 
over to it your daily receipts, accepting in lieu thereof the drafts of the 

Bank of on the Bank of 

which drafts yon will please send forward without delay. 

i Note. —When the drafts are guaranteed by individuals instead of the 
paying bank, the names of such individuals should be substituted for the 
name of the bank. 

" If the exchange of your currency for drafts occasions you inconvenience 
or involves any risk, the exchange must be made at your otBce, for we have no 
interest in the matter further than to oblige the bank. The delivery of the 
drafts to you must be coincident with the delivery of the currency. 

*' In the event you should have occasion to doubt the solvency of the 
bank making the draft or the corporationor persons guaranteeing the pay- 
ment of its drafts (and it is your duty to keep yourself advised, as far as 
possible, in regard to this matter), you will at once discontinue the practice of 
accepting drafts in lieu of currency and notify the treasurer of the fact and 
thereason of your action." 
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Auditors, Traveling — Duties of 59 

Bagdad, Carriage \n— Illustration 86 

Balance Sheets, Agents* 150 

Balant-es, Interline — Settling 91 

Bengal, Carriage in — Frontinpiece. 

Bengal, Carriage in — Illustrations 102, 114 

Bicycle, Evolution oi— Illustration 160 
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^ Uncollected, Agents' 150 
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Medieval — Illustration 70 
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Persian — Illustration 28 

at Canton — Illustration 126 
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in Assyria — Illustration 22 

in Bagdad — Illustration < 86 

in Bengal — Frontispiece, 

in Bengal — Illustrations 102, 114 

in Burmah — Illustration 64 

in Calcutta — Illustration 40 

in China — Illustrations 98, 144 

in Delhi — Illustration 60 



u 



u 



u 



(( 



frl 



u 



u 



l( 



u- 



u 



u 



kl 



41 



(( 



U 



u 



u 



M 



U 



INDEX, 206 

PAQB 

Carriage in England, A. D. \^{i— Illustration 104 

in England, A. D. 1%A^— Illustration 180 

" in Herculaneum — Illustration 12 

** in Hindostan — Illustration 156 

" in In^ia— Illustrations , 32, 56, 58, 62, 66, 78, 118 

** in 3 2lP2m— Illustrations 44, 72, 94 

" in J 2l\2l— Illustrations 100, 120, 140 

" in Kurdistan — Illustration 74 

" in Lima — Illustration 88 

" in Manilla — Elustration 38 

" in New Ze^Asmd— Illustrations 112, 116 

" in Nineveh, 700 B. C— Illustration 26 

" in Oporto — Illustration 60 

" in Peru — Illustrations 42, 84 

" in Queensland — Illustration 36 

** in Rome — Illustration 46 

" in Santos — Rluslration 9 

*' in Saxony— iZZtts^raiiOM 76 

** in Slam — Illustrations 108, 124 

" in Terra-del-Fuego — Illustration 96 

" in the Desert — Illustration 48 

" in the Tyrol — Illustration 90 

" in Tv2iY2LncoxQ— Illustration 52 

" in Winnipeg — Illustration 92 

" on Coast of India — Illustration 122 

" on the Ganges — Elustration 132 

** on the Indus — Illustration ... 130 

* on the l^yne— Illustration lOG 

" Steam Roadway — English — Illustration 182 

" Time of James I — Illustration 128 

Cars, Private— Collections for Use of 174 

Cash Books, Agents' 55 

" Care of 07 

'' Differences 79 

" Drawers 63 

" Remitting 177 

Cashiers, Duties of 81 

Certificates of Wages. (See also "Tickets, Time.") 
Certificates of Wages. (See also " Wages, Certificates of.") 
Certificates of Wages 119 
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Certificates of Wages, Cancelling 142 

Paying 134 

Charges, Freight — Advanced by Shippers 42 

—Collecting 23, 24 

— Extending Credit for 31 

Prepaid — Collecting 33 

China, Carriage in — Illustrations 98, 144 

(;iaim8. Agents* 105 

(Joins, Receiving 51 

Conductors, Accounts of 166 

" Cash Transactions of ^ 21 

FiscalDuties of 23 

" Remittances of 166, 171 

Consignees, Delivering Freight to 35 

Corporations, Accounts of 11 

Credit, Extending 27, 31 

Currency, Receiving 51 

Dedication 187 

Delhi, Carriage in — Illustration 50 

Defalcations, Prelude of 17 

Deficiencies, Cash 79 

Deposits, Guarantee 46 

Desert, Carriage in the — Illustration 48 

Disasters, Financial 15 

Drafts, Agents' 91 

" Use of in Paying Charges 27 

Drawers, Cash 63 

Moneyin 53 

Draymen, Delivery of Freight to 37 

Egypt, Ancient — Carriage in — Illustration 10 

Endorsements, Making 71 

England, Carriage in — A. D. \S'60— Illustration 104 

England, (^'arriage in — A. D. 1849 — IllxLstration 180 

Errors, ( 'orrecting 96 

Fire, Destruction of Offices by 69 

Forms — Bond — Consignee's 191 

" " —Drayman's 192 

" " — Guaranteeing (-ountry Banks" Drafts 195 

" Certificates of Bondsman 193 

" Diagram of Cash Drawers 202 
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Forms — Drafts for Paying Interline Charges 200 

" Order to Deliver Freight 194 

" Remittance Notice (General) 197 

" Conductors' 201 

" (Special) 198 

Duplicate 199 

" Station Cash Book 19G 

Freight, Collecting Charges on 23, 24 

Delivery of 35, 47 

" Extending Credit for Charges for 31 

Funds, Safeguarding 12 

" Working — Agents' 59 

Ganges, Carriage on the — Illustration 132 

Garnishment of Wages 146 

Gibraltar, Carriage at — Illustration . . 82 

Greece, Ancient — Carriage in — Illustrations 14, 20, 30 

Guarantees, Moneys Deposited as 46 

Guaranty, Employes' 93, 89 

Herculaneum, Carriage in — Illustration i2 

Hindostan, Carriage in — Illustration 156 

Identification, Letters of 143 

Indemnity, Employes' 83, 89 

India, Carriage in^ Illustrations 32, 56, 58, 62, 66, 78, 118 

" Carriage on Coast of — Illustration 122 

Indus, Carriage on the — Illustration 130 

James I, Carriage in Time oi— Illustration 128 

Japan, Carriage in — Illustrations 44, 72, 94 

Java, Carriage in — Illustrations 100, 120, 140 

Kurdistan, C/arriage in —Illustration 74 

LiCtters of Advice 143 

Liens for Advances 38 

Lima, Carriage in — Illustration 88 

Locks 65 

Locomotive "Costell," A. D. l^'^A— Illustration 172 

" Stourbridge Lion," A. D. 1S29— Illustration .... 170 

Manilla, Carriage in— Illustration 38 

Medieval Carriage — Illustration 70 

Methods, Author's Opinion of Present 184 

Money, Care of 52 

Collecting 12, 47 
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rExPLANATOBY NoTB.— In coasultlog this general index the reader will 
note that following each subject are Rooiaii numerals; these refer to the par- 
ticular volume of the series to which reference is made; the Arabic figures 
following denote the page. Thus an item as follows: 

AccidcnU 1,267; 11,250; V,fi70; IX, 127; XI, 67 

would mean that the subject of Accidents in referred to in Volume I, at page 
367; Volume II, at page 2S0; Volume V, at page 670; Volume IX, at page 127; 
Volume XI, at page 67. 

The reader should also bear in mind that when the elucidation of a sub- 
ject occupies two or more consecutive pages of the text, reference is often 
made only to the page at which the exposition commences.] 
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Abbreviations, Avoidance of, in Ordering Material VII, 131 

Use of V 

** Use of, in Telegraphic Orders Ill, 350 

Abraham, Carrii^e in Time of VI 

Absolute Bloclc System. (See also '* Block System.'*). .Ill 

247 

Abstracts, Daily Traffic XI 

" Express Traffic VI 

Freight V, 140, 147; X, 43 

** " —Comparison with Way Bills XI 

•* " —English V 

" ** —Errors in V 

— Examinin*: XI 

" " —Joint XI, 146 

" Monthly- of Interline Way Bills Forwarded. . .V 

" " ' —of Interline Wav Bills Received V 

—of Local Way Bills Forwarded V 

—of Local Way Bills Received V 

** of Interline Wav Bills Forwarded V 

"' " Received V 

•* of Local Way Bills Forwarded V 

" Received V 

** Rules Governing V 

" Traveling Auditors* X, 376; XI 

Abyssinia, Carriage in— Illustrations . ..I, 112; IV, 256, 290 

VI, 62: VII, 88; 162; X, 94; XI 

^ *^ Mountains of — Illustration XI 

Abyssinian Carriage— i7/tt«tratJon VIIL 
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Acceptances, Renewal of I, 252 

Accidents I, 2(12; II, 237, 245, 247,357,362; II f, 156, 

169, 181,327 

Assistance at Ill, 343 

Caused by Color Blindness Ill, 218, 219 

Causes of Ill, 171 

Claims on Account of I, 301 

Due to Defective Kquipment Ill, 99 

Enai'tmonts of Different Countries Relating to III, 191) 

Funds to Provide Against XI, 362 

Inevitableiiess of Ill, 258 

Inexplicable Ill, 226 

Judicial Notice of Ill, 173 

" Legislation to Prevent VIII, 304 

" Prevention of, in Kiigland IV, 36 

" Relation of Discipline to Ill, 172 

Relation of Speed to Ill, 171 

Rendssncsa of Laws Relating to Ill, 174 

Reporting 111,324, 342; IV, 233 

** Respon8il»iIity for, to Private Cars V, 132 

to Baggage VI, 107, 112 

to Employes Ill, 168 

Accommodation. Passenger — i lasses of IV, 124 

— EfVoct of, on Operations ... IV, 38 
Accommodations, Passenger — in DillVrent ('ountries ... IV, 39 

'' — Sni)eriorlty of American . .IV, 46 

Effect of, on Passenger Traffic IV, 44 

Account, Capital 11,20, 91 

Income XL 22:« 

" Profit and Loss XI, 223 

Accountant, General — XI, 74 

the Car V, 119, 123 

Accountants IV, 99 

^ Characteristics of X, 211 

Devices of L 350; X, 213 

" Methods of 1 V, 9-5 ; XI, 75 

" Rail wav XII, 19 

** " ln.strumeiits of XL 43 

Accounting, an Essentiid in V, 261 

Baggage VI, 246, 257 

Dillicultiesin VI, 240 

*' Between Railroads IV, 116, 1 17 

** Carelessness in X, 382 

" Cheap Systems of XI, 25 

" Corporate X, 52 

Cost of IX, 16, 17, 28; XI, 25, 26 

" Department I, 197 

A Safeguard 1,355 

" " (hiefof 1,358 

Dutiesof 1, 372 
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Accounting DepartniSut, English Y, 398 

Functions of IV 

in Early Times I 

Needsof I 

" Devices in V 

" Differences in XI 

" Diversity of Method in IX 

Expensive Systems of XI 

" Express VI, 327,347 

** Extravagance in IX 

** Importance of Exactness in XI 

" Knowledge of Cost of I 

** Methods Required in 1,301 

Multiplex System of V, 157, 244, 316 

** Obstacles to Efficient X 

•* Officer, Acquirements of IV 

" ** Assistants of 1, 367 

** *' English I 

Meaning of Title 1 

** " lielation to Manager.. .1, 11, 373, 374, 376 

** " " Treasurer 1,10 

** " Title of IX 

" Officers X I, 23 

•* Parsimony in IX 

** Poor Methods of, Excuses for '. . 1 

" Practice of United Suites Government 1 

** Presumption of Errors in X 

" Requirements of Effective XI 

•* Result of Inefficient X 

Station X 

*• Transition State of XI 

** Uniformity in V 

Accounts, Access to IV 

** ** by Treasurer I 

** Advantages of Efficient System of X 

** Against Persons for Material and Labor IX 

** Agents' Balancing XII 

** and (.'ash, Concentration of 1, 369 

** a Purpose of IV 

** a Science I 

Auditing XI, 81, 115, 121 

** Baggage I >epository VI 

" Books of. Necessity for XI 

** Cash, Agents' XII 

** Changes in XI 

** Channels Through which they Pass XI 

Cheapening I, 362; XI 

Collecting XI 

Collection of VI, 323, 326 

** ComplicatioD of I 
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Accounts, Conductors' XII, 166 

" Construction IX, 232 

" Construction— Classification of IX, 224, 235 

Corporation X,301; Xlf, 11 

** Correcting X,37 ; XII. 96 

" Correction of Errors in V, 257 

" Correspondence Relating to X, 358 

•* Cost of I, 362 

" Covering up Deficiencies in X, 185 

Current, Agents' V, 384; X, 77, 349; XII, 150 

Traveling Auditors' X, 202 

Dally Svsteni of V,143;XI,49, 59 

" Diff'erences in Methods In X, 41 

" Difi'erent Systems of X, 10 

Dining Car Service IX, 81 

" Disbursement IX, 89, 90, 91, 92, 93, 199 

" " Summarizing XI, 111 

" Disposition of Supplies in VII, 85 

" Diversitv in Systems XI, 49 

•* Early Devices in 1,349 

Errors in X, 35, 37 

Evolution of 1, 371 

Examination of V, 258 

" Extent of Devices in I, 352 

" Facilitating I, 352 

** Freight— General XI, 141 

" Freight V, 140 

" " Keeping V, 385 

" " Scopeof V, 145 

" Fuel, Auditing IX, 110 

General XI, 73 

" General Summarization of XI, 78, 79, 81 

" Greatest Vahieof I, 360 

Joint Freight XI, 145, 146, 147, 148 

" —Paving XI, 149 

" " Passenger— Paving XI, 157 

Keeping : XI, 41 

" Labor 1X,34, 121, 153, 199 

" Ledger XL 86, 89, 90 

Material Vll, 109; IX, 33, 93, 94, 199 

—Examining IX, 201 

— Recapitulations of IX, 313 

Monthly System of V, 143 ; XI, 49, 58 

Multiplex System of V, 157, 244, 315, 327 

Xecessity of. in Construction Work I, 233 

Necessity for ; I, 140 

Object of V, 137; XL 55 

of Railroads VIII, 284 

Omissions from X , 35 

0i)6rating— Charges Against VII, 137 
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Accounts, Operating— Clasfliftcation df IX 

** Operating Expense IX 

Organization of X, 45; XI 

Passenger — General XI 

** —of English Railways IV 

Pay IX. 126 

Paying XI, 115 

Principles That Should Govern I X, 49 

Railway V, 137; XI 

^ ** — Applianc4^8 I'setl In XI 

" — Bat.l8 of V 

" —Early XII 

" —Extent of IV 

** ** — Managers of XI 

" " — Xecessitles of XI 

** " — Science of XI 

" —Scope of. V 

** Records of V 

Should be Impersonal I 

Station — Auditing by Traveling Auditors X 

"* — Examination of X 

Summarization of t .XI 

Tendency to Elaboration In XI 

Ticket.... IV, 104: X 

Track II, 316 

Treatment of Sinking Funds in II 
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** Uniformity In IX 

" Uniform Methods of XI 

Value of IX 

** Various Persons IX 

Systems of I 

^ Vastness of I 

Verifying X, 36, 37; XI 

WcHikJ V System of V 

Achilles .'...* VII 

Acknowledgment by Author Ill 

Acquisitiveness II, 56, 81 ; VII 

Additions I 

Charging to Construction IX 

Aden, Arabia, Carriage In— nitistrations. . .\ III, 7-1^. lOOJ^ 

108i|, I243T;. 136K 

" Carriage in— niustrations Ill, 109; IV 

Administration. ( 'rudltles of XI 

Railway XI 

Administrative Department I 

Officers, Work of I 

Adultery I 

Advanced Charges. (See ** Charges, etc.'^) 

Advances on Property X 

^ by Carriers XII 
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Atl vanco8. Shippers' XII, 42 

AdvertlsiiiK I, 324, 326; IV, 156; IX, 292 

** Apportionment of Cost of . . IX, 277 

Bureau I, 199 

" Expense of 11,221 

** Advertising, Operating " IX, 258 

Advice, Letters of XII, 143 

Identification and IX, 180 

" tolnvestors II, 81 

Afi'abllity, Necessity of - in Agents IV, 154 

Afghanistan, ( arriage in — DhLstratioiis IV. 157 ; V, 104, 

lOG; V1,1U8, 176; X, 50, GO. IKJ; XII 

Africa, Carriage in 1 1, 4 ; Vf 

—Tllmtratiuns. ... 1, 30 ; 11, 18, 406 ; II I, 59 

264: IV, 61. 70; VI, 42; XI 

Africa, Carriage on the Skin River — Illustration X 

" \\Q9>tVovL^ioi- Illustration X 

" Carriers of VII 

(Central, Carriige in— I/lnstrntion V 

East, < .'arriage in — llluHtrnlion V 

Eastern, ( 'arriage in — lUnsiration X 

Ncfrth, Carriage in — Ilhistr/ition IV 

Primitive Carrier of — Illustration V 

South, ( arriage Uv—Wustratious . II 1, 177 ; X, 132 ; XI 

Mail Carriage in - Illustration. VI 

Southwest, ( 'arriage in —Illustration V 

West, Carriage in— Illustrations VI, 70; X, 200 

** " Coast of. ( -arriage on — Illustration XI 

African Carrier — Illustration II I 

Agencies. (See also ** Stations.") 

Agencies, Examination of, by Traveling Auditors. X 

" Express — C-lassification of VI 

" Opening New X 

'* Transferring X 

Agency, Collecting — For Freight ( 'harges X 

Agent, Claim. (See ** Claim Agent.-') 

Division Freight I 

** Foreign I 

" Freight— Forwarding I 
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[Explanatory Note.— In consulting this general index the reader will 
note that following each subject are Roaian numerals; these refer to the par- 
ticular volume of the series to which reference is made; the Arabic figures 
following denote the page. Thus an item as follows: 

Accidents ....1,267; 11,250; V, 670; IX, 127; XI, 67 

would mean that the subject of Accidents is referred to in Volume I, at page 
267; Volume II, at page 250; Volume V, at page 570; Volume IX, at page 127; 
Volume XI, at page 67. 

The reader should also bear in mind that when the elucidation of a sub- 
ject occupies two or more consecutive pages of the text, reference is often 
made only to the page at which the exposition commences.] 
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" in Candahar -Illustrations 1, 124; I X, 143; XI, 313 

" in Csinton— Illustrations ... IV, 78 ; VI, 258; 260, 300, 

VII, 281; XI, 349 

" in Cashgar — Illustration Ill, 151 

" in Q2iSl\mQYe— Illustrations IV, 180; VI, 128; 

VII, 274; X, 128; XI, 175 

" in Caucasia — Illustration Ill, 117 

" in Central Africa — Illustration V, 4() 

" in Central A^va— Illustrations II,- 118, 240; 

Ill, 191; XI, 124 

in Ceylon— Illustrations 1, 274; IV, 172, 197, 308; 

VI, 248; IX, 170, 176; X, 120 
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Carriage in ChWa^Illustrations , . IT, 78; V, 158, 181, 196, 241, 

. . .244; VI, 208. 240; YIT, 130, 172; IX, 282; XI, IGO 

in CAnivA— Illustrations I, 46; IV, 83, 88, 90, 332; 

V, 48, 214, 340, 343; VI, 30, 94, 192, 216, 291; VII, 
220, 271; VIII, 33Gi; IX, 115, 184, 258; X, 36, 80, 
90, 274, 277, 280, 292; XI, 68, 72, 90, 102, 163, 238, 

335; XII, 98. 144 

in China, 10th Qewtwrj—IUiistrations., IV, 93; VII, 82 

in (Chinese Turkestan — Illustrations III, 211; IV, 

265; IX, 118 

" in C'iroassia — lUnstratfon I, 55 

in Cochin VAnnn—Illnstrntion X, 306 

" in (/Onnemara — Illustration XI, 190 

in Constantinople— ///«s^/Y/^?o«s . .V, 199; VI, 72, 74; 

Vll, 64, 74,160; XI, 288 

in Qor^2i— Illustrations V, 58, 60, 349; X, 72, 86; 

XI, 332; XII, 10 

in Qji^rw^— Illustrations V, 9S, 100, 266 ; IX, 

276 ; XI, 361 

in T>Q\h\— Illustrations IV, 177.; VI, 94, 206; 

Vir, 92 ; XT, 58, 110, 166 ; XII, 50 

in Dutch GwvMMi— Illustrations IV, 304, 336; V, 263 

" in East Airuifi— Illustration V, 52 

in Eastern Africa — Illustration X, 289 

BuTUiah — Illustration I, 168-B 

Ttu^^'ia— Illustration VI, 202 

TurkQuUxn— Illustration T X, 204 

" in F^cusLdor— Illustration X, 76 

*' in Yjsvpt— Illustrations .. A, 80-A, 171; 111,196; IV, 

143, 145, 148 ; V, 108 ; X, 114, 206 ; XI, 118, 222 

1800 B. C— Illustrations V,18;VII, 41 

A. 1). 18oS--Illustration IX, 286 

in Y.ns^Sina— I austratio?is IV, 242 ; V, 247 ; VII, 

218; XI, 410, 417 

A. 1). 177iy'— Illustration X, 320 

1790— Illustration VI, 232 

'' ISOS—Illustration Ill, 180 

1829— Illustration VII, 180 

18m— Illmtration XII, 104 

" 18\h— Illustration V, 367 

18\7—Illustration XI, 396 

18 A9— Illustration XII, 180 

14th Century— Ilbu^tration X, 180 
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" " 16th rentury-Illustrations . .III,40;XI, 327 

" " 17ih Century— Illustration IX, 190 

" " 18th Century— Illustrations VI, 182; 

XI 372 

" *' First Railway Coacii— 7/iiis«ra«fon!viI,' 230 

" in FormoHSL— Illustration ". TV, 63 

in Fourteenth Century — Illustration ,X, 160 
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Carriage in France— JZfasdiKwJis V, 187; VI, 174; X, 192 

A. D. 17liO— iHus(j'(itfo» V], 228 

" l^m-Xthtttratloa Vll.:t34 

" [q Genoa — Ulaatralioa IX, \TA 

in Georgia (Asia) —Ilhistratioii X, 174 

(Vallevot <;rtucasu8)— ra«s(ra(ioii..VII, 52 
" In Germany— /H«s(ra((oiis ., 1 V, 334; VI.224: VIII, 

Friintlspipce, 214 

" " loLh Ventm-y - lUiiatration IV, 282 

" iu Gibraltar- m(ts(ivf((i>» X. ]9« 

" inGreciie— /HusIrfrfiVin X. «3 

" in Greenland— fifiurtnrfftiji VI f, 250 

" iiiGulf of Ckirintii - ntiutratioii XI, 314 

" ■' " Tomjuln— /HtwfratfoB XI, 338 

" ill GaznTni—Tllnstiiitimi X, 130 

" inOwaWor—niiixtrntmaH Ill, 183; V, 138 

" in lliivari:i— /Kus(mW»n XI, 333 

" in Hereulaneuui— Wiwic.tlfoim , V, 2'i: XII, 12 

" iu llcrzeKOviiia -/«iwii-"(iojiit IV, 320; VI, 210 

" in Hludostmi — IllmlnUiona IV, Frunttsptcee; XI, 

370:Xn,156 

" iu Holland- 7K«^tiv((ioH*..IV,278; V,a3:f; VI, 252, 

297; VII. 54. 302; IX. 254; X, 218; XI, !W, 210, 248 
iuUougKong— niM»t«rti"u«s..,.I, 48; 1V.3I6; IX. 

109. 112; X, 88; XI, lot 

" u .. ijarbor — Illustration IX, 242 

" in Iceland — ItlustriUlon V, 156 

in India— ffluxfratinns 1, 45, 65, 12li, 141, 152, 2S0, 

288; II, 112. Itiii; 111,8(1, 100, 130,I2(J, 134, 189, 
27G; IV, 113, 18,187, 195, 232.330: V, 90, 102, 
114, 116, IIH. 121], 122, 12(i, 128, 130, 287; VI, 102, 
112,118.12-2.124,144, 243; VII. 7«, 110, 114,128, 
136, 170; VIII, 1 444; IX, 80, 128, 21 4.281; X, 64, 
74, 108, 122, 124, 121!, 134. 144, 224, 203; XI, lOU, 
lie, 130, 133, 13ti, 138, 143, 194, 270; XII. 32, 60. 

58, 62,06, 78, 118 

Carriage In India. A. D. 1851— «ftM(n«to» V, 370 

" 1858— /f(«s(r«((o« X, 110 

" in In(lian Archlpelii^ — RtoBtratlon X, 368 

" In Interior Hungary — Ill«»trntion II, 198 

" "of Scotland- /iitMiTOdon V, 290 

in Ireland— Kit(s(r(«io«s.... Ill, 182; IV,244; V. 70, 

176; VII, 150, 154, 176: X, 104, 184 

in Italy— Jii«slra(/oiw..lV,238;V,74;Vin,272;Xl, 158 

" in Jamaica- /Hus(ra(fons 111,63; VI, 92, 267; X, 

58; XI, 70 

in Japan— Ji/Ma(ra(iona... 1,33,60; 111,266,271; IV, 
76, as, 101,103,312.314; V,80. 86; VI, 164, 382; 
VII, 38, 70,84,86, 146; IX, 125, 150, 260,274; X, 
62, 78, S2, U; XI, S2, 84, 98, 186, 188; XII, 44, 72, 94 



" in Jeddo — lUuHtvdthtn VI 

in Jelalabiul — lUustrfttion IV 

in ,l<irin^y—Ilfvs(nfti(»is Ill, 173; V 

" in Jey]>oor — Ilhistr<itii>m VII, 1 12; X 

in Junirood — llhistration VI 

" in Kahvlia — UliistraUnn X 

« 

" in Kallirland — I/fnstnUioii I 

" in Kiiirriu'hi—rUastriftions VI, 68, 148; X 

in Khiva— innsfnif ions Ill, 112; V, 140; VI 

in Khvlx3r Pass P/nstnUioii VI 

in Kurdistan— 7///^s7>v/i^«i.•...X, 172; XI, 180; XII 

" in Jjadak -lllustratinn VI 

" in l.ahoYii—IUiistratinn. IX, 14(); XI 

in I.apland— 7//«.s-^y.?^/Vy/is. Ill, 220; VII, 72, 215; XI 

" in lAma—Illustnahnis VII, 182; XII 

" in Lisbon — Illustnftwn VII 

" in Little Russia — Flustnttlon VI 

" in JAvomii — fffustnftfon XI 

" in liooshai — Illustration V 

" in Lower L^ypt — Illustration II 

" in ^\iiK.'i\o— Illustration V 

" in Mada^riiscar -Illustrations I, 34; IV, 108, 111 

IX, Frontispiece, 70: X, 232; XL 92 

" in Madeira — Illustrations Ill, 145; IV, 125, 205 

VII, 126; XI 

** in Maaras— Illustrations ... .11, 108; VI, 90; VII, 140 

VIII, 280; XI 

" in Malabar — Illustration I 

in Malay — Illustration IX 

Arcbipela^'O — Illustration XI 

" in Mandalay — Illustration IX 

" in Manilla — Illustration XII 

" in Manitoba — Illustrations IV, 280 ; X 

" in Mentone — Illustration V 

" in Mesopotamia — Illustration Ill 

" in Me:s.ico— Illustrations .L 38, 44. 51, 160, 179; V, 68 
130, 211, 229, 230; VL 2M, 250; VIII, 24i^ 
44).<, 52).;, 021. <, i68i.<, 2241-/, 230, 260?^; IX 

...: ^....:.181,i266; X, 198; XI, 64, 86 

" in Middle A^es — Illustration II 

" in Molucca — Illustnttion IX 

in Mon^^oWa— Illustrations . .1, 80, 295 ; VII, 134; XI 

in UoYOWo—Illmtrations .VII, 148, 156 ; X, 202 ; XI 

*' in Mozani])ique — Illustration 
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in Mysore — Illustration I, 278-B 



in Nancv — Illustration IX 

n 'Si\\)\i^.^—niustratM>ns IV, 288; IX 

in :i\ix.X,Q\— Illustrations VI, 144 ; VII, 138 ; XI 
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Carriage in Nepaul — Illustrations VII, 104 ; XI, 82 

" "■ Mountains, India — Illustration IV 

" in New Britain — Illustrdtiini I 

" in Newfoundland — Tlhistration VII 

in New Qyimea— Illustrations .. I, 309; VI, 270; VII 

230; X, 238, 286 

" " South Wales Illustration I 

" " YoT\fL-' Illustration V 

" " ZQ2iX2i\\a—IlhLstrations 1, 31 ; IV, 58 ; XI 

30G; XI r, 112, 116 

" in ^o^L\\i2^— Illustration IX, 244 

" in l^mewoh— Illustrations V 1 1 , 22 ; I X , 20 

" '' 700 B. C— Illustration -. ...XII, 26 

" in 1^0Tm2inay—Illustrati(nis I, 2.J0; 11, 212; XI, 225 

in North Africa — Illustration IV, 263 
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" " Aumric'd— Illustrations . . . 1 , 80-B ; V 1, 236 

X 



" " BrsLzU—IlhLstration XI. 

" " Carolina — Illustration XT, 

in Norway — Illustrations VI, 82 ; X. 

in Nubia — Illustration .... 1 V; 

in Oporto — Illustration XII. 

" in Orissa — Illustration V. 

" in Palestine— /Z/i^^ra«J07is III, 267; IV, 212: Vll. 

190; IX, 140; XI. 

in VsiXmyra.— Illustrations IV, 140; VII, 108; IX, 

in Paramaribo — Illustration X. 

in Paris — Illustration V . 

" '' A. D. l^AQ— Illustration XI, 

w " " 1S70— Illustration IV, 

in Patagonia — Illustration IV. 

in Fekin— Illustrations 111,154; VII, 199; VIII. 

in FevsisL— Illustrations . 1, 120-B, 244, 300; IV, 254, 

258; VII, 100; IX, 96, 217: X 

in Feru— Illustrations I, 53 ; IV, 217, 294; V, 205, 

253; VI, 154, 194; VII, 196; IX, 228, 250; XI. 

241; XII, 42, 

in Peshawer — Illustration XI , 

in Philippopolis — Illustration IX, 164 

in Phoenicia — Illustration VII, 224 

in Picardy — Illustration V, 184 

—17th Century— Illustration IX, 187 

in Piedmont — Illustration VII, 124 

in Poland — Illustration IV, 234 

in Pompeii — Illustration V, 24 

in FoTtugaiX— Illustrations IV, 239; V, 141; VII, 

120; X,214, 309 

— I8th Century— Illustration VII, 326 

in Parah — Illustration I, 343 

in Punjaub, A. D. 1871-^ Illustration I, 380 
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Carriage in Puttiala — lUuMraUon VI, 120 

** in Quebec— ///«x^/v«^/o?i XI, 218 

" in Queen Klizal)eth*s Time — Illustration IV, 95 

'* in il\.\(nim\iini{— J I lustrations V, 150; XII, HG 

" in Rajpootaiia — IlhLstratiotis IV, 1G5; X. 148 

" in Rangoon Ilhistration V 1 11^ 294 

** in Rio de Janeiro — Illustration V, 92 

" in Roma— Illustrations IV, 130, 284; V, 220; VII, 

IGS; XI, 202; X, 140; XII, 46 

" in Rotterdam — Illustration V, 94 

•■' in Roumania — Illustration VI, 196 

in Rural Y.n^Xawd— Illustrations IV, 274; VI, 140, 

VII, 186, 188; XI, 364 

in Rural YvfinQe— Illustration X, 64 

•* * in nm^m— Illustrations,,. A, 2A%\ III, 106, 226; IV, 

232; V, 78, 14^1, 175, 103; VI, 116, 188; VII, 60, 

164, 178; IX, 10(>, 206; X, 156, 194; XI, 192 

" in St. VQtQT&hYXTg— Illustrations III, 160; X, 186; 

XI, 216 

" in Salonica — Illustration V, 76 

" in San Francisco, A. 1). 1850 — Illustration XI, 155 

** in Santos — Illustration XII, 6 

" in )^2i^on\— Illustrations 11,408; VII,322;XII, 76 

" " * —A. I). \hSA— Illustration VII, 174 

" in Scandinavia, J)th Century — Illustration Ill, 257 

*' in Scotland— 7//?tsfm^m?i V, 373 

" in Scutari, Turkey — Illustration IV, 128 

'" in ^QVwidL—niustrations .... I, 288 ; IV, 207 ; VI, 184; 

VII, 50; IX, 155 

" in '^hiiw^riY^ii— Illustrations IV, 81 ; VI, 98; X, 283 

" in SvAvn— Illustrations. ... 1, 1(50 ; IV, 123, 344; VIII, 

148; IX, 2()8; X, 259; XII, 108, 124 

" in '^ihQYi^— Illustrations . ... 1 , 31 9 ; IV, 236 ; VII, 212, 

302; VIII, 251; X, 220, 242; XI, 282 

" in Sierra Leone — Illustration I, 37 

" in Sin trapore— Illustrations VI, 78 ; IX, 278 

" in Smy v\VA—Hlustr<aio,i VIII, 81 

" in Society Islands —Illustration II, 184 

" in '6o\xi\\\U'\ii2i— Illustrations Ill, 177 ; X, 132; 

XI, 56 

in South Amer'wvL— Illustrations VI, 226; VII, 284 

" in South V^VLhviY—IHustration VIII, 203 

" in Southwest A f ric^a —Illustration . . V, 124 

iu Spain— 7//?/.s^m«/o/i.s. .111, 170, 205; IV, 270; V, 66, 

.... 109, 202: VI, 134, 204; X, 208; XI, 74, 220, 230 

" in Sumatra — Bhistration XI, 168 

" in Swaziland — Illustration I, 32 

" in Switzerland— /Z^ws«m^^07^s. VI, 80; VII, 256; X, 92, 176 

** in ^^y via— Illustrations I, 136 ; VIII, 260J^ 

" in Tamatav e — Illustration '. VI, 84 
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n Tar^aTy—IUn^lFiKmii Vil, IK; X, 1 

[1 Telieraii — lUaatrati'on VI, 1 

n Terai— Aftud-tttfOB II, 1 

Terra del Yw^o IlltiMraiwn XIII, 

the Alhamlirn— /I/ujfrnuoMii VII, 184; X, 2 

n the Alps— /ZitwtroUon VI, a 

nthe .\ri-licRegio(ia— ;ifw(ro((on V, 2 

ill the Hnli!imftB — ninstration V, 

n the Iluvarian Alps— 7//«»»-aIt«n VII, 2 

n the I ;iii iry ls\a.vt\&—Illuatralion X, 1 

ti the' liaiuiel Idland^ — Illugtralidn V, I 

.n the <. aui'^isuB — JllHHfilioa X, li 

((.'(iLi^o <_to<inlrv — niiiBlralion IV, 1 

ntho rhwjk—niaftrili'm IV, 2 

the IJiirdanelles — lUitslruliun V, 3 

tbe Desert~JHu*(ru(ion« I, I82.278-A; VII.M; 

VIJI. at; IX, 134; XII. 

theDutvbEast laJiea— JI&uitnKf'^ng V, •iSi; 

...; VI, 2! 

the East Indies— 7?/ua(rrt(toM ..VII, 265; X, 250, » 

the Far West— il^ustraf ton VII. 1 

the Fiji Islande— mii»(mI/(*» VI, a 

the Fourteenth CviWiiTy—nitatnttioa XI. 1 

the Gambler lalandx — llbatratioa I, 1 

n the Grecian Arcldpela^o — Flbatnitiun VI, » 

DtheUarzMauntBins— AfiufrufiVin. VII, 2 

the Hi oh lands of SL-otland— /(/lutralion XI, i: 

X\ia IWmalay as— Iltiutrati(m IV. 2 

lliiUrMliiiTi ArchlpelaRO— TT/wji/mitoii XI, 3 

i\i- M:,i]ilo( I.0O CXwo—miL.lratLoa I. 

llii! I -i- nf Hkve— WiufciWiV/n V, i 

the Mulriv Pe'ainsulH— /^/««<r'rtion . IX, 2 

n theM./.lieviil \i:,e—ltliuitr<a>ima 1. ill. 

theMklilluAtjas— JHiuIraf/oiu IV, SfS; XI, 1 

in the Mountains of Abyssinia -Ulatlrat'oa XI, 1 

the Mountains of ( hiaa.—IlluiUratitmt 1 V, 66. 2 

theNii^'anill8-/Hui(ra«o» VI, ■ 

theriii.jMb— «;«a(fa(ioM IV, l(i7; V, 2 

the I'yjpneea— /Hwtration X, 1 

the s.'K'iileeutli Century — lUiutratton i, 1 

the si\U«nth rentury — IHvstration V, 3 

the^M(^.icty Iglandu — nitalrotion VIII, 3 

in the >ijiulan— m«a(f uii'oji I. : 

i>MHithSeu Ifllonds— /»iiaeraHon>,IV,298; VM, 2 

in the .<lrnita of Malacca — JltMlriUion IV, 3 

n theiran^Taal — Illatlratioaa 1,325; IV, 2 

the Tvrol— i«HBtr(ifwn« V, 146; VI, 76; XII. 

theThwCi>uii\r\—Jl!ugtraeioiis 1,26; XJ. I. 

in Thibet— /««»fv./(V.,..a VIl.llB; XI, 3 

'nolao—Illmimion... IX, 2 
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Carriage in Time of Abraham VI, 12 

ill Time of ( harles l—Illustrotfon X, 312 

ill 'I'im«» of N elm chad rezzjir VI, 12 

in rime of (^u«»eii Anne — lUustration X, 178 

in 'V\miiah—inu.'<f)'r,tion VII, 102 

" in Transcaspin — UluMrntion Ill, 246 

" in Travancore — Illustrations XI, 170; XII, 52 

** in Trieste— Illustration IX, 167 

in TunU— Illustrations I, 42 ; IV, 66 ; VII, 90 

" in 'Vurkefitan— Illustrations IV, 182; X, 100 

•* in Tuvkev—IUustratiofis 1, 254; III. 156; IV, 68, 

' .225; VI, 230 

** in Turkey in Asia — Illustration IV, 73 

** in TyTe—Illustration IX, 272 

** in Upper Burmali — Illustration I, 204 

** in Uni^uav — Illustration -. VII, 168 

** in YQmnii— Illustrations . . . .II, 188; IV, 340; V, 277, 

280, 31(); VII, 250; XI, 294 

** Invention of VI, 14 

** in \\Qnn2i— Illustrations . . .VI, 220; IX, 103 ; X, 216, 

XI, 249 

" in Wallaeliia, TwrkQw— Illustration X, 182 

** in West \{v\i.'i\— Illustrations VI, 70; X, 200, 244 

** in Western Africa - Illustration II, 406 

" in Western India — Illustration IX, 88 

" in Vfmnvpe^— Illustration XII, 92 

" in Y^rmowth—IUnstration VII, 166 

** in Yoko\\B.\\m- Illustrations IV, 106 ; V, 62 ; IV, 122 

" in Yucatan —Illustration I, 47 

** in Zam])esia — Illustration IX. 64 

" in 7.2i\\7AhdiV— Illustrations IV, 324; VII, 46 

** in Zululand — Illustration IX, 56 

** Javanese — Illustration XI, 264 

Kiang Yoir^— Illustration XI, 48 

Land, Ori^rin of .VI, 10, 11; VII, 11 

" Lapland — Illustration I, 283 

" lAhy an— Illustration VII, 36 

Mail, in England, A. D. \1hh— Illustration VI, 200 

" " in German Army — Illustration XI, 244 

in (iernianv — Illustration VI, 213 

in \n([\w— illustrations VI, 198, 234 

in Japan — Illustration VI, 40 

" in South AiYic'A— Illustration VI, 186 

'*' " in Zululand — Illustration. . .Yl^ Froivtispiece, 

" Means of. Prior to Historical Period VI, 10 

^e(\iQVVi\— Illustrations . . II , 70 ; IV, 248, 250 ; V, 270 ; 

VI, 254; X, 158,271; XI, 300; XII, 70 

Medieval Form of I, 231 

" Methods of, Ditference in VI, 12 

" Near i^miion^ Illustration XI, 247 
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Carriage, News paper, in Paris — lUustriition VI, fili 

of l!:iJW'iS'' VI, 72 

" ot I liiiic'iu Emperor, ll)llil>iiliLrv—/Wiis(raKoH. .11, 133 

of \>\omri\i:i—IUvxtration VI, 3li 

olT CaiMj iiasKJaatle— niimir<((/'i« XI, 274 

" ofl' Cape \erii Blvatration I, IKS-A 

■' off Ceylou— iJ/usirnlioB VI], 233 

QtH:ott\i—m-aJittatior. VI, 286 

" off MajiiDa— fltodufitin VII, 208 

" of Japaiiesa Emperor, Middle Ages — Illustration. ,1, 2IG 

of Ma.il^< ill Mutx^ttX—mwtriaton VI, -lU 

of y\-xi- — miislration VI, 34 

oflioyil Mill a.t rhayeluiayo— Ji;«a(ro(i't>ii XI, 177 

" on Cabiil Itiver — UlnttruUtm II, 172 

oa <_ autuii Itiver— ntotj-al/oB V 1 1, 273 

onCoaatot hvila- Illuglratlon XII, 122 

" oaEaseOoaiiCof Greenland— iiiiufrat ton XI, 362 

" on Lake MaM;iore — Ilhislration ... VII, 259 

" on Pampas of South America — Illttitration VI, 150 

" on Sliin River, Africa— Ji^ft(»(co;(o« X, 236 

" on Steppes of Central AEia—//iws/c([(iy;i X, 106 

" on tlie AUet-liauy'Rniie—IlliiaCrnChn IV, 320 

" on tha Amazon Eiver— iriiulrai/ciis V, 326 ; VI, 

202; X. 303 

" on the Banlts ot tlio D^tnihe—IituilrfUii,,, Ill, 233 

" on tlieBoaplioius— J/ii(s(m(m« IV. 310 

on the Canton Kiver—W«,<(:rai;<,« Vll, 20«; XI, 279 

" on the I 'ape Coast— /ii»i"(c<ffi"n V, 84 

" on tlie ) o.t-tof HYfia—Jllunli-ntlan, VI, 279 

on the roiijrn—Ilimtrotion .. IV, 2% 

on the \ Kinuhe—nitalratlonn V, 259, 291; X, 234 

" on the [•I'ura—JllmCratuais V, 152;IX, 270 

0[| the IJiiph rates, 700 B, C.—lSustrntton I, 79 

" on thi! (-iuiiies—nimtrailona I, 330; XII, 132 

" on tlie l[(ic,;,'lily— J«us[ra(ions Ill, 283; X, 240 

" on Uie llu(\»on—Illuatratlon II, 202 

" on the U-K—lUuMtrraian Vll. 306 

" on the Imlian Sea — Illuatralion VI, 238 

" on the Indm^niustrationa I, 83; XII, 130 

" on the Japaiieae Coast— fflus(ra(toB IV, :f02 

" on the-KwaKwaBiver — RhialTation IX, aM 

" on the Madeira Eiver—fliu*{i'arf(i» XI, 201 

on the Malabar Coast— iJAuHaifoiM .... IV. 326 ; XI. 344 
" on the MignalooBhal — lUMtralion. , VII, Frontispiece. 

on thoNUe— ntoiraauiuf... II, 192; V, 340 

" on tlie Perak HIver— /«iM(i-a(f(in X, 2H6 

" on the Phiilipplne Islanda— n?!(s(r(i(ftm V, 334 
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Growth of II, 58 

♦Inasinucti as *' corporations" are the theme of these Yolaines» it 
would manifestly be impossible to indicate every reference thereto 
under this head in an index such as this. The reader will, however, find 
the various subjects connected with corporations specifled in their 
appropriate places elsewhere. 
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II. lia. 166; JV, 113, 116, 118, 177, 185, 187, 193, 195, 
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216, 217, 218 

Railrbaci Commissioners' Report, 1889 IV, 50 

liailway Commission VJl, 338 
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Monarchical Institutions of Carthaginians IV, 16 

Monarchies, Formation of I, 45 
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Office, Distinction of 1, 150, 151 

'* Holders Among Carthaginians IV, 17 

" Tenure of, Among Carthaginians IV, 17 
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Officers, Substitutes for 1, 143, 144 

Titles of IX, 31 

Wages of II, 229 

Offices, Arrangement of X, 372 

" Destruction of XII, 69 

" Filling Petty II, 229 

" Furniture and Fixtures for, Purchase of II, 161 

" Intellectual Requirements of I. 178 

Orders for Supplies Used at \ll\ 137 

Officials. (See also "Officers.") 

Certification of Pay Rolls by IX, 168 

** Description of, on What Based I, 9 

" Drafts of XI, 331 

** Government V, 349, 350 

** Public, Furnishing Information to IX, 201 

Qualifications of X, 201 

" Railway, Improvement in I, 5 

Signatures of XII, 175 

Skill of II, 294 

" Supervisory, Qualifications Required in II, 226, 227 

" Trusted Managers I, 175 

Wages of II, 228 

Ohio, Maximum Working Hours in Ill, 52 

" Railway 'J^axation in II, 271 

Oil Cans, Filling Ill, 84 

" Cups, Setting VII, 99 

" Charging IX, 96, 97 

*' Disbursing IX, 88 

" Droppings, l^tilization of VII, 99 

" Houses VII, 223 

" Inferior VII, 173 

" Record of IX, 96 

" Storage of VII, 218 

"Oil, Tallow and Waste for Locomotives •' IX, 290 

"Oil, Tallow and Waste for Locomotives, Operating". . . .IX, 252 

Oil, Use of IX, 88 
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" Waste and Tallow, Charging IX, 96, 97 
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Cost of VII, 213 

Disbursing VII, 216 

" Exhibits of VII, 216 
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Inspecting VII, 211, 218; IX, 66 

" Manufacture of VII, 219 

" Receiving IX, 66 

" Saving in Use of VII, 213 
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Oils, storage of VH, 193, 213, 223; IX, 74, 75 

" Testsof VII, 218, 221 

'' Unloading VII, 213 

" Use of VII, 99, 211, 213, 214, 216, 290 

Olympia, Games at VII, 47 

Omissions, Agents' Notices of V, 262 

Freight Auclitor^s Notice of V, 262, 265 

Recording V, 287 

Omnibus Lines IV, 268 

On Time, Meaning of Term Ill, 283 

Open Switch, Meaning of Terra Ill, 283 

Operating. (See also Operation.") 

Costof II, 27; VIII, 39, 176 

** '* Affected by Construction Features 11,183 

" in America II, 142 

" —Relation to Rates VIII, 31, 40 

Department I, 196, 198 

Differences in Costof II, 142 

Expense of, on What Dependent II, 168 

" Operating Expenses " Account IX, 295 

Operating Expenses, Apportionment of, to Divisions, XI, 
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Apportionment to Passengers and 

Freight XI, 197 

Classification of IX, 263 

Definition of XI, 227 

Official Classification of IX, 237 

Reduction of I, 79 

Force, Variableness of I, 139 

" Operating Marine Equipment'' IX, 292 

" Operating Marine Equipment, Operating " IX, 257 
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*' Relation of, to Accounts I, 377 

Officers,Dutie8 of IX, 46 
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Reductions in Cost of XI, 185 

Operation. (See also " Operating.") 

Costof, Effect on Rates II, 291 

Influences Affecting II, 198 

Tendency of II, 175 

Differences in Cost of II, 197, 198 

Elements Aflecting Cost of II, 213 

of Cost of II, 197 

" Influence of Facilities on II, 241 

" Minimum Cost of II, 223 

" Obstacles to II, 336 

" Unalterable Expenses of II, 223 



u u 

u 



4i 



44 



Ik 
it. 



840 GENERAL IXDEX. 

PAGE 

Operation, Relation of Cost of, to Earnintjs I, 167 

by Whom Borne 1,103; 

II, 194, 195 

" Uniformity in II, 279, 280 

Operative, Influence of, on Corporate Property II, 227 

Operatives, Impecunious I, 257 

Oporto, Carriage in — Illustration XII, 60 

Order Books, Material VI, 158 

Necessity of IX, 73 

to Sell Excursion Tickets, I'orm of IX, 379 

Ticket, Form of IV, 379 

Value of V, 29 

Orderliness, Necessity of I, 72 
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'' Ba^^a^re VI, 277 

Disobedience of Ill, 301 

Filing Ill, 303 

General X, 38 

Givinc? X, 29 

Material IX, 33, 89 

—Construction VII, 319 

—Cutting Down VII, 142 
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" " Prevention of X 
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Preventive of II, 307, 308 
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Painting Equipment II, 378, 379, 380 

Paints, Comparing VII, 185 

Palestine, Carriage in— Illustrations .... Ill, 15, 267 ; IV, 212; 
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Papyrus Tickets IV, 92 

Parallel Railways, Effect of II, 137 

Paramaribo, Carriage in — Illustration X, 253 

Parcel Post, English IV, 335 

" Returns, English IV, 357 
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Accounting for VI, 289 
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Rivalry in 1, 183 

" Stoppage of a 1, 104 

System, Dangers that Menace 1, 126 

Economy of Operation of, in the United 

States 1, 76 

History of I, 125 

" '* Magnitude of 1, 125 

Methods of I, 125 

The First II, 116 

Idealist's II, 113 

'* Traw^l^Y— Illustration X, 328 

World, Vastness of 1, 111 

Railways.* (See also 'HJorporations," "Railroads" and "Railway.") 

Ability of, to Capitalize II, 35 

Accounts of V, 137 

Adaptability and Skill of II, 75 

Additions to II, 76, 77 

Administrative Ability in I, 183 

Amalgamations of II, 58 

" American, Growth of Ill, 39 

Low Rates of II, 27 

Rates of VI, 21 

Service of VI, 21 

Train Service of Ill, 38 

Antiquity of IV, 32 

Are Embodied Capital I, 297 

" Author's Connection with Ill, 9 

"" Bankruptcy of 1, 133; II, 22 

" Benefits of, to Localities II, 160, 151, 152 

Bills Against IX, 191, 192 

' Books on Ill, 37 

** British, Different from American II, 136 

" Business of, Influences Governing Ill, 36 

By Whom Built II, 21, 123 

** Capitalization of II, 17 

" " "in America II, 66 

^ " "in England 11,61, 62 

* Inasmuch as "railways " are the theme of these volumes, It would 
manifestly he imijossible to indicate every reference thereto under 
this head in an index such as this. The reader will, however, find the 
various subjects connected with railways specified In their appropri- 
ate places elsewhere. 
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Fuel VII, 166 

Honoring VII, 147, 149 

Making VII, 137 

Material IX, 33 

Numbering VII, 168 

Oil VII, 317 

" Passing Vpon.. VII, 140 

Postage Stamps XI, 361 

" Preservation of VII, 164 

" Principles Governing VII. 146 

Records of VII, 1U3 

RulesGoveming VII, 146, 155 

Signing VII, 136, 166 

Times for Making VII, 129, 157 

Tool VII, 376 

Rerailing Device, Use of H, 348 

Reserve Fund II, 385 

Respousibility, Effect on Wagas I, 15B 

" Necessity of Concentrating X, 16 

of Carriers VI, 189 

" of Managers, Effect on Passenger Business, IV, 47 

Return of Cash Fares, Form of IV, 3sa 

" of Conductor, of Tickets Reading to Points Beyond 

the Station at Which he Stopa IV, 390 
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Specifications, Preparation of II, 123 

Speculation II, 127 

Speed, Economic Importance of Ill, 143 

** Effect of, on Cost XI, 205 

" u « of Operation 11,193 

" High I, 277 

" Importance of Uniformity in HI, 145 

" Limitation of Ill, 138 

" Rate Attained 111,141, 142 

** Records of I II, 145 

" Relation of, to Accidents Ill, 171 

" -• of,to Track, Etc 111,142, 145 

Spencer I, 39 

Spike— iZ/tt»rrrt«ion 1 1, 263 

" Action of, on TXei—Ilhistration II. 268 

" Effect of, on Rails II, 309 

Spikes II, 31 7, 335, 861, 414 

" Care of VII, 99 

" Damage by II, 398 

" Effect of jfassing Trains on II, 359 

*• Improvements in II, 178 

" Life of II, 236 

" Use of 1 1, 360 

** " of, on Bridges 11,370 

** ** " Curves II, 370 

Spiking II, 411 

" Damages to Ties by II, 413 

Splice Bar. A. D. 1855— /Ztoeraitow II, 492 

" l%h(^^Illustration II, 492 

" " *• \%b1 —Illustration II, 493 

" \%1{^mustration II, 495 

^ Angle— A. D. 1868— //torrrtiioH 11,495 

" " ^ •* \%1b^nimtraUon II, 495 

" ** " " \9,l{i-niu8tration . , . , 11,496 

** \mO—nimtration 11,496 

" \Sm—mustration 11,497 

" ^ ** \%^^Illustration8 II, 498, 499 

** " Use of II, 364, 365, 366, 367, 368, 371 

** Bars II, 317, 335 

" Bracket, A. D. lSb7—IliHstration II, 493 

Splices II, 415 

'* Improvements in II, 178 

Split Switches HI, 158 

Spoke, Ancient 'R^i>tUm—Illustr(itkni VII, 12 

'' Introduction of VII, 11 

Sprag, Meaning of Term Ill, 277 

Springs, Improvements in II, 178 

Spur Track, Deflnition of I II, 287 

Staff System Ill, 131 

Stakes, Engineers'. Care of II, 438 
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Staiii|> Signntures, Use of V, 380 

Stuii]|ts, Ilu^TKi'S"— Piymont by VI, 243 

Pi>Kliixe— AiTL-oiiiithigfor XI, 351 

TU-fe«t ] V, )74 

Sluiiiliinl Oil Comimny VIll. 19, 20 

Time. Rules Governing II 1. 3(4 

Stutv < 'oiniiilsiiioiiers— CommltteB of, on TuxatioD II, 253 

" Kiilv of 11. 2fiS 

" Kffttt of KailwajB ou II, fill 

" l.:nv8 VIll, 270 

" l.l:il.llity of. for DamaKeB II, 2H7 

" lEiillwav 'luxation by 1 1 , 2fi-J 

" ItiiUlioii of. to Kuilwavs 1 1. 2(i8 

Statei.n-iit, liitouio A.n-oiiiit XI, 229 

Stutuimtiits. (Sen also " Exhililte.") 

Altcrntlon of V, 200 

(Jorreitlon of V, 267 

" PaswMRor IV. 227 

Statiw. Vourhrrs in Kavor of IX, 203 

Htailon Afiuiit. (Si-e "Affeiit, Station.") 

- »nKf,'"K<'nicii VI. 135 

.- I)i-Ilu i I Li.n of Ill, 288 

" Ksaniiiitrs. (S.« "AudiU>Tfi, Traveling.") 

" KxiK-iiMs 1 1, 225 

" Kii.ilili.'.s II, 219 

" For,'0, ( ■liief of 1, 2(Jl 

EnglicU Ill, 391 

" Uiilea Govenilng I, ttJ 

*• " The V, 131i 

" I,eifjtcr ( illlfc, Kiiglliih V, 400 

" I.m-iniiolivoSiiiiply— 7/hM(r(((t"ii II, 2-16 

" Maslitr. KiigJIgh 1, 27] 

" XiimlH'ni VI, 210 

*■ Itei-iirilH, PaiMenger— Engllfh IV, 339 

" Uctiinis. Passmiger— Englixli IV. 330 

* Stnt inn Sen-lie" IX. 290 

Station ScrviiM', Nccetwlly of EflVtEvi- V, 4S 

" St!it liin Sfrvii-i>, <l|>(.Tatltig " IX, 254 

Slatioii Sluinil— WMSfroffoft Ill, S.W 

- si^'tiiiiM in, 121 

"Sliillou Sn[.|.|i.-s" IX, 2!ll 

Sluliou Suppliei', Hiarglng IX, 79 

DUlmrsliiK IX. t)7 

"Station Siiiiplit's, Operalhig" IX, 254 

Sliilioner— limivrt of VII. 1(55. 106 ' 

".Stallunory ami Printing" IX, 2«7. 2Ha. 203 

"Siatiimery ami Printing. 0|iiTftting"' IX, 245, 261, 2til 

"Stationery ami rrttitliig (fienoral OlIli-eB)" IX, 29 

'StntitiiieryHtitl Printing (GeiK-ral Unk-es). 0|>cratitig".lX, 2I>3 
Stationery, A iipurtlou lug Uo»t of IX, 269 
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Rents, Collection of IX, 192 

** Disbursements for II, 234, 235 

** Rents for Tracks, Yards and Terminals " IX, 292 

"Rents for Tracks, Yards and Terminals, Operating". . . .IX, 269 

"Rents of Buildings and Other Property" IX, 292 

"Rents of Buildings and Other Property, Operating" . . .IX, 259 

Repairers, Telegraph — Rules Governing Ill, 390 

Repairs I, 135 

"Repairs and Renewals of Bridges and Culverts " IX, 285 

"Repairs and Renewals of Bridges and Culverts, Operating," 

IX, 241 

" Repairs and Renewals of Buildings and Fixtures" IX, 286 

"Repairs and Renewals of Buildings and Fixtures, Opera- 
ting " IX, 242 

"Repairs and Renewals of Docks and Wharves'' IX, 286 

"Repairs and Renewals of Docks and Wharves, Oi>erating," 

IX, 243 

"Repairs and Renewals of Fences, Road Crossings, Signs 

and Cattleguards" IX, 285 

"Repairs and Renewals of Fences, Road Crossings, Signs 

and Cattleguards, Operating" IX, 241 

" Repairs and Renewals of Freight ( 'ars" IX, 288 

"Repairs and Renewals of Freiglit Cars, Operating". . . . IX, 248 

" Repairs and Renewals of Locomotives" IX, 287 

"Repairs and Renewals of Locomotives, Operating". . . . IX, 245 

"Repairs and Renewals of Marine Equipment" IX, 288 

"Repairs and Renewals of Marine Equipment, Operating" 

IX, 249 

"Repairs and Renewals of Passenger Cars" IX, 287 

"Repairs and Renewals of Passenger Cars, Operating . . .IX, 247 
"Repairs and Renewals of Shop Machinery and Tools". .IX, 288 
" Repairs and Renewals of Shop Machinery and Tools, Opera- 
ting" IX, 250 

"Repairs and Renewals of Telegraph" IX, 287 

"Repairs and Renewals of Telegraph, Operating" IX, 243 

" Repairs and Renewals of Work Cars" IX, 288 

"Repairs and Renewals of Work Cars, Operating" IX, 249 

"Repairs of Roadways" IX, 285 

" Repairs of Roadways, Operating" IX, 238 

Repairs, Requisitions for VII, 170 

Time for Making II, 242, 245 

Winter II, 440 

Roplacer — Illustrations II, 351, 411 

Reports. (See also "Returns.") 

Locomotive XI, 129 

Requests for Time Tickets IX, 176 

for Transportation by Government IV, 192 

Requisitions. (See also '" Orders.") 

" Alterations in VIT, 159 

Approval of VII, 147, 149 
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Bequiaitioue, Blanks for IV, 108 

Cancelling VII, 159 

" Certification of VII, 157 

" Changins VII, 133 

" Countflrelgninf!; ..VII, 136, 165 

" Details Affecting VII, 153, 153 

" DiffereQce of, from Orders VII, 155 

—Practice Begarcllng. . -VIl, 127, 1J7 

" DiDiiig Car <-orid»ctor8' IX, 181 

" Discretion Used in FllllnK VII. 133 

Efi'ectof Delay In Filling VII, 147 

■■ Euglisii Prautiuea Begarding IX, 287 

" Examining V 1 1 , 140, 141 

FUling VII, 168 

forBraases VII, 237 

for Hotel Supplies VII, 167 

" for Manufacturing Material IX, 98, 99 

—Form of VII, 146 

for Posts VII, 163 

for Bails VII, 163 

for Repairs VII, 170 

for Tickets IV, 166, 371 

for Ties VII, 163 

for Timber VII, 163 

forTime Tickets IX, 173 

" for Stationery VII, 168 

Fuel VII, 166 

Honoring VII, 147, 149 

Making VII, 127 

Material IX. 33 

Numbering VII, 168 

Oil VII, 217 

" Passing Upon VII, 140 

** Postage Stamps XI, 3B1 

Preservation of VII, 164 

" Principles Governing VII, 146 

" Kecords oF VlI, 1U3 

" Euies Governing VII, 146, 156 

Signing VII, 136, 166 

Times for Making VII, 129, 157 

Tool VU, 27B 

Rerailing Device, Use of II, 348 

Reserve Fund II, 285 

ResponBibiliCy, Effect on W^ss I, 159 

" Necessity of Concentrating X, 18 

otCarriers VI, 189 

" of Managers, EffectouPaasanger Business, IV, 47 

Return of Cash Fares, Form of IV, 3S8 

" of Conductor, of Tickets Reading to Points Beyond 

the Station at Wblch he Stops IV, 390 
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Return, Monthly, of Excess Bagrgage IV, 396, 397 

" of Local Ticket Sales— Form of IV, 384 

of Interline Ticket Sales— Form of IV, 385 

Monthly— Form of. . . .IV, 386 

" Passenger, of Freight Conductors — Form of IV, 389 

" Ticket Bureau XI, 161, 162 

** " —Monthly Interline IV, 221 

" " " Local IV, 217 

" Weekly of Interline Ticket Sales IV, 221 

" " of Ticket Sales IV, 216 

Returns. (See also " Exhibits" and " Forms.") 

Agents'— English V, 394 

u u —Verification of X, 135 

" Amounts Charged, Collected and Refunded for Car 

Service V, 291 

" Annual, to Interstate Commerce Commission ... .II, 277 

" Baggage VI, 200, 201, 268, 295, 300 

" ^ —Agents' VI, 302 

" " —Examination of VI, 266 

** Baggagemen's VI, 302 

" Cash Fare IV, 206 

" Coaching—English IV, 343 

" Commodities V, 345, 347 

Conductors' Ill, 362 

Special IV, 289 

Corporate X, 301 

Daily XI, 58 

of MilkShipped V, 324 

—System of XI, 59 

" Examination of X, 36 

" ExpressTrafflc VI, 352 

" Ferry Collections V, 293 

Freight V, 385 

Auditing XI, 144, 145 

Earnings— Daily V, 317 

—Errors in V, 257 

—Loaded V, 382 

—Manipulated in Transit V, 341, 342 

" Functions of I, 358 

How Often They Should be Made XI, 49 

Interline Baggage VI, 262 

Way Bills Passing Junctions V, 315 

Junction— Interline Way Bills V, 314 

" Locomotive XI, 129 

Making IV, 231; V, 387 

Material VII, 106 

-Filing Vn, 185 

" Milk V 321 • XI 150 

Milling," Cleaning and Shelling in Transit ....'. .vj 339 
Misiiellaneous— English IV, 345 
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Returns, MiscellaneousFreightCollectionsnot Way Billed, V, 290 
^ Monthly Abstracts of Interline Way Bills Forwarded 

V, 307 

" "of Interline Way Bills Received 

V, 307 

of Local Way Bills Forwarded,V, 304 
of Local Way Bills Received . .V, 305 

of Excess Bagga»;e VI, 290 

of Milk Ticket Sales V, 324 

Summary of Local Way Bills V, 309 

— System of XI, 58 

Necessity for I, 140 

of Credit Extended X, 81 

Overcharges V, 333 

Passatre Ticket XI, 153 

" Passenger IV, 227, 288 

—English IV, 330 

" Preservation of XI, 101 

" Purpose of Agents' and Conductors' IV, 206 

" Railway — Differences in IX, 1 5, 16 

—Government IX, 18 

Signing V, 386 

Storekeepers' IX, 199 

" Switching V, 32(3, 330, 332 

Ticket— Errors in V, 257 

" Traffic— Time and Manner of Making X, 42 

Traveling Auditors' X, 3GG, 376, 378, 379 

" Uniform— Governmental XI, 47, 48 

Reunions, Notice of, to Officials IV, 154 

Revenue, Capitalizing II, 67, 68, 69 

Collection of T, 253 

Derivation of I, 313 

Desirability of Best Methods in Collecting X, 14 

Excess Baggage — Separation of VI, 262 

No Necessity for Loss in Collecting X, 15, 17, 18 

Number of Employes who Handle X, 19 

Organization of Forces Handling X, 11 

Railway— Collection of VIII, 11 

— ^Disbursement of VIII, 11 

— ^Principles and Methods Attending Col- 
lection of X, 245 

—Uses to Which Put VIII, 11 

Safeguards for Railway X, 9 

Surplus to Build Other Lines VIII, 172 

Revenues, Collecting XII, 13 

Reversible Baggage Checks IV, 77 

Revising Way Bills V, 252 

Rewards I, 80, 140; III, 55, 56 

Rhine, Carriage on the— Illustrations . .l\ , 306; VTI, 287; X, 256 
Richard Coeur de Leon, Baggage of VI, 170 
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Storekeei^er, General Kequisitioiis on VII, 157 

Status of VII, 102 

Title of IX, 31 

Storekeepers, Accounting for Material by IX, 93 

Construction VII, 31vS, 310, 321 

Discretion of IX, Aa 

Duties of VII, 123, 168. 108, 300; IX, 34, 54, 

74, 83, 85, 101, 114, 127, 120, 100, 201 

Duties of Subordinates of VII, 150 

Local VII, 10(5, 197 

" IJequisitionsof VII, 157 

Neiessiiy of V 11, 109 

Qualitlcations of VII, 125 

Kefiuired in VII, 100. 110 

Records of IX, 51 

Requirements iu IX, 36 

Ii<*spoiisibinties of VII» 110 

Result of Defective Metiiods of VII, 124 

Returns of IX, 61 

Supervision of IX, 73 

Value of IX, 40 

Voucbers ( 'liari^eable to IX, 05 

Storerooms. (See also " Storeliouses.") 

(•are of VII, 104 

Phuis of VII, 102 

Stores, Supply— (Jonstruct ion of ' VII, 03 

Storms, Trains Running in Ill, 377 

Stoves, Car — Vm of, in Kurope IV, 310 

Strabo 1. 30 

Street Crossings II, 421 

Strikes 1, HtJ, 103. 105, 133 ; II, 282, 283. 284 

" ElVect of VIII, 8 

Stromber^, (Jbarles J IV, 110 

Structures, Brick II, 305 

Care of II, 181 

Clieup Temi>orary — KlVect of II, 130 

Cost of Keepii)^ in Order ...... .11, 23? 

(^ustodian of I, 261 

Durability of II, 305 

Grout II, 305 

Permanent VII, 355 

Supervision of I, 274, 275 

Temi>()rary, Cost of II, 207 

Students, Te]c»,napb Ill, 300 

Study, Necessity of 1, 11(5; IV, 27 

Sturrock, A... I XI. 208 

St vie, Tse of V, 30 

Subordinates, Duty of. to Ollb'crs I, 121 

Kducation of I, 174 

Fiscal Duties of XII, 81 
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Subordinates, Seicctioii uf II, 220 

"* Weakness of 1, 175 

SiilK)r(Hnatlon, Neoessit}' of I. 69 

Substitutes 1, 143, 144 

Suburban Passenger Business, Description of IV. 25 

Tratllc 11,219; IV, 31, 32, 5H 

Suez Canal, Carriage on the—lllxistration X, 230 

Suits, Conduct of I, 298 

"* Defense of I, 298 

Sulphate of Copper, Use of II, 384 

Sumatra, < -arriage in — Illustration XI, 168 

Summaries. Krrors in V, 265 

Summary, Monthly, of Interline Way Bills V. 311 

of Local Wav Bills V, 308 

" Ticket, Form of Monthly IV, 381 

Superannuation Funds. (See also '^I^lief Department." ) .1.114, 115 

'* Superintendence" IX, 287, 289 

** Superintendence, ()[)eratin^*' IX, 245 

Superintendent, Authority of HI, 3(K), 342: I V^ 28 

Division. (See 'Division Superintendent.*') 

Title of IX, 31 

of Dining Cars I, 199 

of Early Times I, 172 

of Motive Power and Machinery I, 198 

of Telegraph I, 199 

Relief Department XI, 3(;5, 379 

Superintendents, Collections of IX, 187 

Power of. to Order Material. .VII, 102. 103. 104 

Supervision, Enforcing VII, 151 

Necessity for II. 181 

of Intelligent X. 29 

Supervisor of Track 1, 1 99 

Supervisors, Necessity of, to See that Eules are 01)served 

Ill, 264, 265 

'* Number of I, 142 

Supplies. (See iilso ** A rticles" and " M aterial/') 

Acces.s to VII, 105 

Accounting for Liabilities for : . . .XI, 71 

" Arrangement of IX, 37 

** Baggage Car— Ac<*ounting for Vll, 310 

** Business ( 'ar — Accounting for VII, 310 

" Buving VII, 101 

" " Advantageously VII, 117 

** Caboose Car — Accounting for VII, 310 

** Ca])italizntion of Investments in VII, 85, 87 

Careof VI L 109 

" Carpenters*— Accounting for VII, 310 

Classifying VII, 171 

" (Comparisons of Consumption V 1 1. 3(W 

Concentration of Vll, 192 
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Supplies, Constant Additions to VII, S7 

Construction— A\ ay Billing VII. 324 
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Cooks' — Kotunisi for IX 

Cost of 1 1 , 1 99 

" of MaintcMiuiH'O Dependent on II 

Dining ( ar IX 

— Arrounting for VII 

" — Inventorying IX 

Di8l)urstng at Night. / VII 

Disposition of 1 

Diversity of VII, 87 

Drawing for Current Needs VII 

*' Kooni Car— Accounting for VII 

Expenditures of IJailways for VIII 

Uandling IV, IGO; VII 

Inferior— Eiiect of Cse of II, 201, 203; VII 

" of on Track II 

Inspection of 1, 341 ; VII 

Inventorying IX 

Inviting Bi^ls for 1 

List of, Kequired at Ticket OlHces IV 

I.O(?ation of IX 

Locomotive — Accounting for VII 

Losses of \n, 191 

Macliinists* — Accounting for Vll 

Maintenance of, by Agents IV 

Manufacture of, l)v Kailwavs IX 

Money Invested in II 

Necessitv of Promptness in Furnishing. VII, 103 

Old— Value of IX 

Ordering VII, 123, 125, 133, 134, 307 

Pantrv — Keturns for IX 

Payment for II, 200; VII 

Petty — Accounting for IX, 51 

Practices in England Kegarding VII 

Procurement of VII, 111, 112 

Protection of .IX 

Purchase and Care of— Customs of United States 

Army 1 

Purchase of I, 331; II, 101, 200, 201, 209, 210 

VII, 109, 126, 173; XI 

Purpose of VII 

Questions That Surround VII 

Kailwav — Character of Vll 

— Cliarges for Transporting VII 

'* — EU'ect. of ( harging for < 'arriage of .Vll 
of, on Cost of Construction. Vll 

—Handling VII 

— Necessity of Handling Scientifically VI I 
— NnmlKT of Articles Forming .VII 
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Requisitions, Blanke for H', 16S 

Uancelline VII, 159 

" Certifli-fttlon of VII, IS" 

ChanKine VII, 133 

" Couuter^iguiu^ VII, la5, l&o 

" Details Aflectiiiff VII, 153, 153 

Differeiioe of, - VII, 155 

— Praitii-e Re^jardlog. . .VII.1>;, 147 

Dining ■ EX, 1« 

" Disiri-iK.;. L ^>..i :.. i ....^< VII. 133 

Effe«of Delay iu lUliuK VII, 147 

" English Pra(.-tli-e« Regarding IX, 297 

Examining VII. 140, 141 

FilHiig VII, 158 

** (or Brasses VII, 237 

" for Hotel Supplies VII. 167 

" forManufaoturing Material IX. 98, S9 

—Form of VII, 146 

for Posts Vll, 163 

for Bails VII. 163 

for Repaira VII, 170 

for Tk-kets IV, 165, 371 

for Ties VII, 163 

forTimlier VII, 163 

for Time Tickets IX, 179 

for Stationery VII, 166 

Fuel VII, 166 

" Honoring VI I, 147, 149 

Making VII. 127 

Material IX. 33 

Numbering VII, 16S 

Oil VII, 21T 

Passing Upon VII. 140 

'• Postage Stamps XI, 351 

Preservation of VII. 164 

Principles Governing VII. 146 

" Rei-ords of VII, 103 

Rules Governing VII. 146, 156 

Signing VII, 13fi, 155 

Times for Making VII, 129. 157 

Tool VII, 276 

Rerailing Device, Use of II, 348 

Besene Fund II, 286 

Responsibility, Effect on Wagaa I, 159 

" Necessity of Concentrating X, 16 

ofCarriera. VI, 189 

" of ManHpTs. Krl>L'loiiFii3sengprBuslne8a,rV, 47 

Return of CasliFjire?, I'ln-iii of IV, 3«t 

" of Conductor, of Tickets Beading to Points Beyond 

the Station at WMch be Stops IV, 390 
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Rlehiena^,k, M« IT. 29. 152 

- Ki^ht of Way. Construction*" IX, 229 

Ri|(ht of Way, EvifJences of I, 276 

- Obtaining II. 123. 159, 160 

•* *" Sr>er:ial Collections for IX. 185 

** to the Roa^J, Cleaning of Term Ill, 284 

Rights. T»«8 of— Meaning of Term HI, 282 

of a Train. Meaning of Term III. 284 

Rio de Janeiro, ^/arriage in — HlmtraUon V. 92 

Ri«k. Infl uen<e on Rates VIII, 83 

Rislcg. Limitation of VI, 189 

Ri tiialH..Origin of VII, 32 

River Murray, Carriage on tlie — Illustration I, 20 

Rivers, '^ hanges of Cliannels of ..II , 162 

Rivet«, Xumtier of Kinds U.«ed by Railways VH, 348 

Road Crossings II, 450 

**Road Crossings and Signs. Construction " IX, 229 

Road Crossings, Cost of Maintenance of II, 331 

•* Insi>ection of II, 441 

RoadWJ 11.443,444 

** Construrtion of VII, 357 

** Cost of Keeping in Order II, 235 

Effect of, on Cost XI, 211 

** ** on Loc'ornotive 11, 117 

** Interest of General 3Iana^er in I, 221 

" Preparation of 11, 409 

** Prote<;ting, Expenditures for II, 161 

Rf>adbuilders, Carthaginians as IV, 23 

Roadmasters, Collections of IX, 187 

Duties of II, 451, 452 

Rrmds, Creation of HI, 11 

Roadway and Track, (Jost of Repairs an<l Renewals of. . . .II, 316 

****** Miscellaneous Repairs to II, 306 

** Department, <^>rganization of 11, 451 

Rules Governing II, 452 

Maintenance of II, 407 

Rocket, The— Locomotive, A. D. 1S29— I llustratio?i Ill, 380 

Itollers, First TJse of IH, 12 

lif^lllng Stock, Amerii.'an II, 144 

** Collections for Repairs of IX, 191 

** Rolling Stock, Construction" IX, 229 

Rr>lling Stock, (Jost of Keeping in Repair II, 331, 332 

Maintaining 11,247 

Effect of Track on II, 203 

Management of I, 135 
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** Supervision of I, 264 

u u — - — 

ik a a ki 



Use of Metal in II, 386 

Woodin n,386 

Roman C'arriage— /Z/ws^ra^io?i V, 36 
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Roman Constitution, Polybius' Description of I, 3 

Komans I, 35 

" Seamanship of Ill, 26 

Rome I, 60 

** Ancient, Carriage in — Illustrations , . .IV, 46, 51, 53; V, 
20, 22; VI, 20; VII, 30, 32; IX, 36; X, 34; XI, 18, 

24, 28; XII, 18 

Carriage m— Illustrations IV, 130, 284; V, 220; VII, 
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Organization of XI, 37 

Railway XI, 11 

" Diversity in Xf, 18, 20 

Outline of XI, 427 

Value of ...II 52; IV, 30; IX, 275; XI, 36 

Statuary, Carriage of VI, 323 

Statutory Laws, Influence of, on Railways Ill, 36 

Stealing, Cause of , ,\ 1, 339 
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Steam, Discovery of Means of Utilizing — Illustration Ill, 363 

" Engine, Earliest Reference to .111, 140 

" Influence of Ill, 35 

** Boad Carriage — Illustration II, 446 

A. 1). \>i'i'l- Illustration Ill, 377 

" Shoyel—niustration II, 214 

" Use of, in Europe for Heating Cars IV, 319, 320 

Steamboat, Fulton's First — Illustration VI, 310 

Steamboats, Effect of Introduction of Ill, 15 

Steamship, First That ( rossed the Atlantic I, 332 

The YiTsi— Illustration Ill, 297 

Steeds, Ancient Use of VI, 11 

Steel, Early Use of Vll, 42 

" Resistance of, to Rust II, 307 

" Storage of Vll, 99, 100 

" Substitution of, for Iron 11, 178. 201 

" Use of , by Railways Vll, 347 

Stephenson II, 115,116; 111,68, 140 

Stevens. Robert L II, 117 

Thaddeus I, 370 

Stock. (See also "( 'apital Stock'' and ^'Shares.*') 1161. 89 

'' Accounting for Dividends on XI, 222, 228 

" Book, Interline Ticket XI, 154 

" Use of VII, 161 

" Books, Closing .11, 95, 96 

" Capital, of American Railways i\, 74 

'* " Voting 1,188 

" CSLT— Illustration 11, 333, 340 

" Common II, 92 

" Debenture II, 34, 101 

" Duplication of II, 75 

" Feeding V, 208 

" Form of Certificate of II, 92 

*' Issue of 1, 242; II, 47 

" in England II, 73 

•^ in United States 11, 74 

" Ledger I, 188 

" Par Value of II, 92 

" Preferred .11, 63, 67, 92 

" Purchase of, of Other Companies II, 75 

Relation of, to Bonds H, 62, 66 

Sale of II, 95, 156 

Spurious I, 257 

Transfer of I, 256; II, 95 

" "Watered*^ II, 71, 79; VIIl, 63 

^Watered' —Effect on Rntes II, 78 

Wav Hilling V, 215 

"Stockyards and Elevators." IX, 292 

''Stockyards and Elevators, Operating" IX, 259 

Stockyards, Business at , , IX, 110 
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Stockyards, Collections at iX, 113 

"btockyarJs, Const miction" IX, 231 

Stoi-kvurils, Inventories IX. 110 

" Records at IX, 110. 113, 113 

Supplies Vll. Itf7 

Stockholders II. 89 

" Duties of 11, 83 

Notice of MeetiiigB ot 1,241; I], 96 

BifTlits of II. 93 

Votes of II, 96 

Voting I, 188, 189 

Stocks, Knglish II, 91 

Stones, Precious I, 308 

Stopover < 'heck. Form of IV, 392 

Tickets IV, 270, 280, 281, 582. 2«:i 

Stopping Places, Aiinonnceuient ot Ill, 372 

Train, Ellectof, on Cost of Operation 11, 194 

Storage, Baggage VI, 277 

" ^- —Charges for VI, 220 

Charges for V, 175, 289 

Freight V, 113 

Parcels VI, 277 

Hates for 1, 307, 308 

Store, AnioLiHtof MalcrialKeptin VII, 130 

Storehouse, «eneral Vll, 127, 303 

— SupiiUts at VII, 157 

Storehouses, Approaches to. Vll, 195; IX, 74 

Arrangement ot Vll, 315; IX, 74 

" Care of IX, 76 

" " Supplies at IX, 35, 36 

Closing IX, 119 

" Construction. — Closing VII, 324 

" Divisions of VII, 192 

hrection of VII, 201 

" BxaiuinatioQ by Traveling Auditors X, 372 

Kinds of IX, 38 

Limitation of VI I, 301 

Local— Supplies at VII, 157 

" l-oi-ation of Vll, 197 

Mat«rial Forwarded to IX, 94 

" " Received from IX. 94 

" Number of VII, 204 

Plansof Vll, 192 

" Scrap at IX. 89 

" Shop, Eequisitioiis for Material for VII, 1.^5 

" Storekeepers' Authority at IX, 199 

Storeke'i*r, Explanation of Title 1,201; VII, 135, 145 

General VII, 127, 129 

Dutieaof TII, 168 

InapecUonsby VII, 161 
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Storekeeper, General Requisitions on VII, 157 

Status of VII, 102 

Title of IX, 31 

Storekeepers, Accounting for Material by IX, 93 

Construction VII, 318, 319, 321 

Discretion of IX, 45 

Duties of VII, 123, 1G8, 198, 300; IX, 34, 54, 

74, 83, 85, 101, 114, 127, 129, 199, 201 

Duties of Subordinates of VII, 159 

Local VII, 196, 197 

" Kequisitions of VII, 157 

Necessity of VII, 109 

Qualitications of VII, 125 

Required in VII, 109, 110 

Records of IX, 51 

Requirements in IX, 36 

liesponsibilitics of VII, 110 

Result of Defective Methods of VII, 124 

Returns of IX, 51 

Supervision of IX, 73 

Value of IX, 40 

** Vouchers (.'hari^eable to IX, 95 

Storerooms. (See also " Storehouses.") 

Care of VII, 194 

Plans of VII, 192 

Stores, Supply— (Jonstruct ion of ' VII, 93 

Storms, Trains Runnin*^ in HI, 377 

Stoves, Car — Use of, in Europe IV, 319 

Strabo 1, 39 

Street Crossings II, 421 

Strikes 1,80,103.105,133; 11,282,283. 284 

" ElTect of VIII, 8 

Stromberg, (Charles J IV, 110 

Structures, Brick II, 305 

*i Care of ........ II 181 

• ** Cheap Temporary— Effect of ...... ...W.V.V, \ll\ 139 

Cost of Keeping in Order , . . .II, 23P 

Custodian of I, 261 

Durability of II, 305 

Grout II, 305 

Permanent VII, 355 

Supervision of I, 274, 275 

Temi)()rary, Cost of II, 207 

Students, Telegraph Ill, 390 

Study, Necessity of 1, 116; IV, 27 

Sturrock, A .' XI, 208 

Style, Use of V, 30 

Subordinates, Duty of, to Officers I, 121 

p:ducation of I, 174 

Fiscal Duties of XII, 81 
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Subordinates, Seieitioii of U, 226 

Weakness of 1, 175 

Subordination, Necessit}' of I. 69 

Substitutes ], 143, 144 

Suburban Passenger Business, Description of IV, 25 

Traffic 11,219; IV, 31, 32, 56 

Suez Canal, Carriage on the — Illustration X, 230 

Suits, Conduct of I, 298 

" Defense of I, £98 

Sulphate of Copper, Use of II, 384 

Sumatra, Carriage in — Illustration XI, 168 

Summaries. Errors in V, 265 

Summary, Monthly, of Interline Way Bills V. 311 

of Local Way Bills V, 308 

Ticket, Form of Monthly IV, 381 

Superannuation Funds. (See also "Relief Department." ) . 1 , 1 1 4, 115 

Superintendence" IX, 287, 289 

Superintendence, Operating*' IX, 245 

Superintendent, Authority of Ill, 300, 342; IV, 28 

Division. (See "Division Superintendent.'^) 

Title of IX, 31 

of Dining Cars I, 199 

of Early Times I, 172 

of Motive Power and Machinery I, 198 

of Telegraph I, 199 

Relief Department XI, 305, 379 

Superintendents, ('ollections of IX, 187 

Power of, to Order Material. .VII, 102, 103. 104 

Supervision, Enforcing VII, 151 

Necessity for II, 181 

of Intelligent X, 29 

Supervisor of Track I, 199 

Supervisors, Necessity of, to See that Rules are Observed 

Ill, 264, 265 

" Number of I, 142 

Supplies. (See also " Articles" and " Material.") 

Access to VII, 195 

" Accounting for Liabilities for :...XI, 71 

" Arrangement of IX, 37 

" Baggage Car— Accounting for VII, 310 

" Business Car — Accounting for VII, 310 

" Buying .VII, 101 

" " Advantageously VII, 117 

Caboose Car — Accounting for VII, 310 

Capitalization of Investments in VII, 85, 87 

Care of VII, 109 

" Carpenters- — Accounting for VII, 310 

Classifying VII, 171 

Comparisons of Consumption VII. 308 

Concentration of VII, 192 
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" '* —Accounting for VII, 309 

—Inventorying IX, 119 

Disbursing at Night. / VII, 303 

Disposition of '. 1, 342 

Diversity of VII, 87, 345 

" Drawing for Current Needs VII, 137 

" " Room Car— Accounting for VII, 310 
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Handling 1V,1G6;VII, 97 

Inferior— Effect of Use of II, 201, 203 ; VII, 173 
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Inspection of .1, 341 ; Vil, 171 

" Inventorying IX, 114 

Inviting Bids for I, 340 

List of. Required at Ticket Ollices IV, 395 

" Location of IX, 76 

" Locomotive — Accounting for VII, 310 

Losses of VII, 191, 192 

" Machinists* — Accounting for VII, 310 

" Maintenance of, by Agents IV, 157 

" Manufacture of, by Railways IX, 58 

" Money Invested in ' II, 200 

" Necessity of Promptness in Furnishing. VII, 103, 121 

Old— Value of IX, 41 

Ordering VII, 123, 125, 133, 134, 307, 308 

Pantry— Returns for IX, 80 

" Payment for II, 200; VII, 117 

" Petty— Accounting for IX, 51, 52 

" Practices in England Regarding VII, 189 

Procurement of VII, 111, 112, 113 

" Protection of IX, 37 
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Purchase of I, 331; II, 161, 200, 201, 209, 210; 

VII, 109, 126, 173; XI, 116. 

Purpose of Vil, 346 

Questions That Surround VII, 105 

Railway — Character of VII, 65 

— Charges for Transporting VII, 337 

— Effect of Charging for (Jarriage of .VII, 339 
'* of, on (yost of Construction. VII, 67 

—Handling VII, 85 

— Necessity of Handling Scientifically VII, 185 
— Number of Articles Forming VII, 66 
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Surplus, Loaning ' I, 253 

"' Revenue, Disposition of 11, 24 

Survey of Eoute II, 123, 155 

Surveys, Expenditures for II, 15(j 

Susa Ill, 22 

Suspension, Causes for Ill, 302 

from Duty Ill, 62 

Swann, John II, 89 

Swaziland, Carriage in Illustration I, 32 

Swiss Carriers — niustrathn X, 92 

Switch, A. D. IS^i— Illustration II, 502 

Definition of Ill, 289 

'' Early Form of Ill, 289 

Sills II, 425 

Split, A. I). \Sdi~ Illustration II, 502 

The Interlocking Ill, 157 

The Split Ill, 158 

Switches II, 340, 347, 424, 425 

" Conductors Responsible for Ill, 324 

Derailing II, 432 

*' Directions to Agents in Reference to Ill, 384 

'* Duties of Conductors and Brakemen in Relation 

to Ill, 359 

Electric Ill, 256 

Interlocking Ill, 185 

Use of. in England VIII, 311 

Making Flying HI, 341 

*' on Outside of Curves 11. 432 

Opening Hi, 324, 371 

Shipping ...VII, 317 

Signals Used on HI, 2 ;0 

Slip 11,431 

Three-way Split II, 428, 429 

" Trains Approaching HI, 328 

Switching Ill, 320 

" Accounts, Supervision of V, 110 

Switching Charges, Balance '' IX, 291 

Switching Charges, Balance, Operating" IX, 255 

Switching, Charges for V, 325 ; X, 08 

Definition of HI, 280 

" Duties of Conductors in Relation to HI, 369, 370 

Order for V, 326, 328, 330 

Rates for I. 308 

Receipt for Charges for V, 326, 330 

"Switchmen, Flagmen and Watclunen** IX, 290 

"Switchmen. Flagmen and Watchmen, Operating'' IX, 253 

Switchmen, Rules Relating to Ill, 384 

Use of Signals by Ill, 308 

Switchstand, Automatic Safety — Illustration IH, 316 

Switch tenders, Use of Signals by Ill, 308 
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Switzerland, Carriage \n— Illustrations,. .VI, 80; VII, 266; XI, 76 

Heating Cars in IV, 319, 320 

Maximum Working Hours in Ill, 52 

Use of Metal Ties in II, 403 

Synonyms, Some American and English Ill, 424 

Syria, Ancient, Carriage in — Illustration I, 110 

" Carriage in— Illustration 1, 136 ; XIII, 2604 

" Carriage on the Coast of — Illustration VI, 279 

" Invasion of, by Egyptians Ill, 20 

" Trade of Phoenicians with V, 31 

" Transportation in IX, 9 

System, Necessity of II, 179 

Tablet, Assyrian Clay — Illustration V, 23 

Tags, Baggage— Use of VI, 210 

Tallow, Charging IX, 9'J, 97 

'' Collecting Charges for IX, 192 

" Records of IX, 96 

Tally Book V, 196 

" " Rules Governing * V, 196 

Tamatave, Carriage in — Illustration VI, 84 

Tamping II, 416 

Tank (Jsir—llhistration II, 336 

" Water— Illustration II, 243 

Tanks, Oil VII, 213 

Tanning, Earlv Discovery of Vil, 26 

Tariff, Construction of First VIII, 18 

Passenger — Turkish Railroad, Jaffa to Jerusalem 

IV, 399 

Schedules, Filing with Interstate Commerce Commis- 
sion V, 94 

Printing and Publishing V, 95 

Requirements of V, 90, 97, 98 

Use of Term ^ . V, 91 

" Zone Vin, 327 

Tariffs, Changes in V, 94 

Filing IV, 163 

Forniof V. 92 

" Law and Practice Regarding. V, 93 

List of Required at Ticket Offices IV, 395 

" Passenger IV, 163 

" Posting I V, 1G4 ; V, 91 

Printing I, 309; V, 92; Vill, 17 

Promulgation of II, 238 

Publishing' V, 92 

Rules Governing I\se of V, 221 

Study of, by Agents X, 61 

Tartar Carrier — Illustration II, 64 

Tartary, (.'arriage in — Illustrations VII, 152; X, 142 

Tax Bureau , , , I, 199 
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Tax Rebates, Special Collections for EX, 185 

Taxation II, 251 

( oiniiiittee of UailnKul < oimnissioners on. .II, 2(jl, 265 

Differences in Systems »>f II, 260, 261 

Discriniination in 11,264.266 

in ( artha^^e 1 V% 22 

True Basis of II, 268 

" Method of II, 269. 270 

Taxes II, 303 

"Taxes" Account IX, 295 

Taxes, Accounting for XI, 227 

(Jollettion of, from Corporations II. 277 

Disbursements for II, 234 

Expenditures of Railways for VIII. 12 

Payment of. bv Lessees II, 105 

*• Rates Likened' to VIII, 43, 87 

Teamsters, Delivery of Frei;ri»t to XII, 37 

Teheran, < 'arria^e in — Illustration VII, 193 

Telegraph, Apportionment of Kxpenses of IX, 279 

'"Telegraph. (Jonst ruction" IX, 231 

Telegraph, Duplicate ( >rder System Ill, 119 

Effect of Introduction of HI, 15 

^lelegraph Expenses* IX, 290 

""Telegraph Ex{)enses. Operating" IX, 253 

Telegraph Instruments HI, 389 

**■ Lines — Expenditures for II, 161 

" Movement of Trains by III. 345 

" Operators. Examination of HI, 300 

Rules Governing 111,387 

Use of Signals bv Ill, 308 

Poles '. II, 385 

^ " Number Passed per Minute 1 11, 338 

^ Painting HI, 315 

Postal— English IV, 335 

^ Repairers, Rules Governing HI, 390 

** Service, Diversity of Practice in HI, 272 

Single Order System HI. 119 

" Supplies for Maintenance IX, 97 

Use of, in Movinir Trains HI, 118 

Tel-el-Kiber. Carriage at—Ulustr'ftion V, 319 

Telescoping, Prevention of HI, 165 

Tellers. Receiving — Receipt of Remittances by X, 256 

Temperature, Effect of, on Cost of < )i)eration II, 187, 189 

Tender Picking up \V'dter— Illustration II, 287 

Xe^tihuled— Illustration II, 439 

Tenders, Locomotive — Loading VIL 99 

Tennessee, Railway Taxation in II, 271 

Terai, Carriage in — Illustration II, 148 

Terminal Charges II, 213, 217, 218 
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Terminal Expenses, Manner of Settioinont for. Between Dif- 
ferent Lines in Enghuid II, 215 

Facilities II, 217 

Terminals, Trains Leaving 11 1, 318 

Terra del Fuego, Carria»;e in — IIhistrati«ni XII, 9G 

Territories, Traveling Auditors' X, 325 

Territory, Extent of Kailway 1. 170 

Tests for Color Blindness HI, 208, 209, 210 

" Oil HI, 218, 221 

" Use of Vll. 185, 187, 188 

" Value of 1, 330 

Texas, Commission of II, 140 

Thames. Boyton's Vovage on the — IHustrotion Ill, 293 

" ' Carriage on tliG— I llustrati<ms . A U,''2i)i): V, 313; IX, 246 

Thayetmftyo, ('arriage of Koval Mail at — nhistnfthn XI, 177 

Theatrical Kflects, ( 'arriage of VI, 172 

Parties, Baggage Tickets for VI, 247 

Theories, Necessity for Explaining I, 12 

Theorists as Writers II, 23 

**The Santa UavuC—mustratitni VIII. 314} 

Thibet, Carriage in— Illustration VI I, IIG; XI, 312 

*'' Carriers — Illustration II, 53 

Third Track, Definition of Ill, 289 

" Ilules Governing Ill, 337 

Thrace, Ancient, Carriage in — Illustration VIII, 12 

Thrall, W. A IV, 110 

Thrift I, 132 

Through Train, Definition of Ill, 289 

Thucydides 1, 39 

Ticino, Carriage in — Illustration IX, 248 

Ticket Accounts, Dift'erences in IV, 111 

'' Auditor 1,199,315; IV, 112 

'' Cases IV, 107. 173 

" English IV, 327 

'' Protection of X, 205, 200 

'' Chart, Interline IV, 181 

" Commissions IV, 68 

" Office, Access to IV, 224 

" Offices IV, 170 

" Order to Sell— Form of IV, 379 

" Passage. (See also "Tickets.") 

—Functions of....* IV, 121 

— Importance of IV, 104 

Records, Station— Auditing X, 205, 200 

" Register, Interline IV, 215 

" »• Local IV, 213 

" Return, Monthly interline.*. iv', 22*1 

Local ..IV,217 

" Returns, Errors in V, 257 

" Sales, Interline—Weekly Return of IV, 221 
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Ticket Sales, Weekly Return of IV, 216 

" Scalpers IV, 63 

" Sellers, Frauds by X, 333 

Functions of X, 245 

Surety of X, 19 

Transfer of X, 346 

'* Stamps IV, 174 

" " Requisitions for. IV, 169 
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" Thrall IV, 270 

" Windows, Obstruction to .IV, 161 
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Buying IV, 161 
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Tickets, Half Fare IV, 164, 105, 2r>(> 
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Improvements in IV, 103, 137 
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Trolley, Meaning of Term Ill, 277 

Troops, Tickets Used for IV, 131 

Troy, Siege of Ill, 20; VII, 51 

Truck, Baggage — Illustration VI, 322 

" '^ Automatic Weighing VI, 83 

^ Bogie, Advantages of II, 145 

" ^^ Effect of Use of II, 141 
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Truss livi(\^Q— Illustration II, 209 
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Sinking Fund IX, 218 



44 



44 

44 4k 

44 

44 r^^, 

44 



44 



414 OEXEBAL INDEX. 

PAGE 

Tuojri, (jolleotions on V, 292, 293 

Tunis, (;arriai;e in-- Illustration I, 42; IV, OG; VJl, 9.» 
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Unit of Service VIII, 58 
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Van Etten, E V, 108 

Variations in Construction II, 132 

Various Persons Accounts IX, 9, 15^5 

Varnishes, Comparing VII, 185 



U kk 



416 GENERAL INDEX, 

PAGE 

Varnishes, Stora«:e of .VII, 193 ; IX, 74 
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Way Bills, T.ive Stock V, 170, 2SG 

Local V,207,302; VI. 241 

"" —Monthly Summary of V, 308 

Making, for Freight Received at Prepaid Stations 

Y 237 

for Freight Received at Sidings . ..... v' 227 

Memorandum V, 200; X, 53 
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